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Foreword
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Section I - Instructions to Bidders

A.  General

	1. Scope of Bid  

2. Source of Fund


	1.1 The ……………. [name of Public Body] referred to herein after as the Employer, invites bids for Facilities Management and Maintenance of ………………… [name and identification number of the Procurement].
1.2 The successful Bidder will be expected to start and complete the performance of the Services or Works by the Intended Completion Date stated in the Special Conditions of Contract (SCC) Sub-Clause 2.3.   
1.3
Throughout these bidding documents:

(a) the term “in writing” means communicated in written form (e.g. by mail, e-mail, fax, online) with proof of receipt. 

(b) if the context so requires, “singular” means “plural” and vice versa; and

(c) “day” means calendar day.

(d) “online refers to the e-Procurement System

(e) The term “services” shall include maintenance works or other works related to maintenance and upkeep of the building/facility
(f) The term ‘’facilities’’ shall include buildings, plants or large infrastructure
       2.1
The Services or Works shall be financed by the Public Body’s own budgetary allocation.


	3. Public Entities Related to Bidding Documents and to Challenge and Appeal


	3.1
The public entities related to these bidding documents are the Public Body, acting as procurement entity (Employer), the Procurement Policy Office, in charge of issuing standard bidding documents and responsible for any amendment these may require, the Central Procurement Board in charge of vetting bidding documents, receiving and evaluating bids in respect of major contracts and the Independent Review Panel, set up under the Public Procurement Act (hereinafter referred to as the Act).
3.2
Unsatisfied bidders shall follow procedures prescribed in regulations 48, 49 and 50 of the Public Procurement Regulations 2008 to challenge procurement proceedings and award of procurement contracts or to file application for review at the Independent Review Panel.
3.3
Challenges and applications for review shall be forwarded to the addresses indicated below.
(a) 
Challenges shall be addressed to: [Insert title, office address, fax number and e-mail address of the Chief Officer of the Public Body]
(b) 
Application for Review shall be addressed to:


The Chairperson
Independent Review Panel,

5th Floor, Belmont House

Intendance Street,

Port Louis, Mauritius.

Tel: 260 2228    

Email: irp@govmu.org


	4. Corrupt or Fraudulent Practices


	4.1
The Government of the Republic of Mauritius requires that bidders/suppliers/contractors, participating in procurement in Mauritius, observe the highest standard of ethics during the procurement process and execution of contracts.  

4.2
Public officials, Bidders and suppliers shall be aware of the provisions stated in sections 51 and 52 of the Public Procurement Act which can be consulted on the website of the Procurement Policy Office (PPO): ppo.govmu.org. 

4.3
The Employer will reject a proposal for award if it determines that the Bidder recommended for award has, directly or through an agent, engaged in corrupt, fraudulent, collusive, coercive or obstructive practices in competing for the contract in question;

For the purposes of this Sub-Clause: 

(a)
“corrupt practice”
 is the offering, giving, receiving or soliciting, directly or indirectly, of anything of value to influence improperly the actions of another party;

(b)
“fraudulent practice”
 is any act or omission, including a misrepresentation, that knowingly or recklessly misleads, or attempts to mislead, a party to obtain a financial or other benefit or to avoid an obligation;

(c)
“collusive practice”
 is an arrangement between two or more parties designed to achieve an improper purpose, including to influence improperly the actions of another party;

(d)
“coercive practice”
 is impairing or harming, or threatening to impair or harm, directly or indirectly, any party or the property of the party to influence improperly the actions of a party;

(e)
“obstructive practice” is deliberately destroying, falsifying, altering or concealing of evidence material to the investigation or making false statements to investigators in order to materially impede an investigation into allegations of a corrupt, fraudulent, coercive or collusive practice; and/or threatening, harassing or intimidating any party to prevent it from disclosing its knowledge of matters relevant to the investigation or from pursuing the investigation.

4.4
The Employer commits itself to take all measures necessary to prevent fraud and corruption and ensures that none of its staff, personally or through his/her close relatives or through a third party, will in connection with the bid for, or the execution of a contract, demand, take a promise for or accept, for him/herself or third person, any material or immaterial benefit which he/she is not legally entitled to.  If the Public Body obtains information on the conduct of any of its employees which is a criminal offence under the relevant Anti-Corruption Laws of Mauritius or if there be a substantive suspicion in this regard, he will inform the relevant authority(ies) and in addition can initiate disciplinary actions. Furthermore, such bid shall be rejected.



	5. Eligible Bidders

	5.1
(a) 
In accordance with the Construction Industry Authority Act 2023, Contractors and Sub-contractors, whether local or foreign under an existing or intended joint venture operating in the construction industry have the statutory obligation to be registered with the Construction Industry Authority (CIA) in the field of MEP Works, prior to bidding for the project. 
(b)
Bidders are strongly advised to consult the website of the CIA ciamauritius.org for further details concerning registration of contractors.      

5.2
All bidders shall provide in Section II, Response Templates, a statement that the Bidder (including all members of a joint venture and subcontractors) is not associated, nor has been associated in the past, directly or indirectly, with the consultant or any other entity that has prepared the design, specifications, and other documents for the Project or being proposed as Project Manager for the Contract.  

5.3
(a)
A Bidder that is under a declaration of ineligibility by the Government of Mauritius in accordance with applicable laws at the date of the deadline for bid submission or thereafter, shall be disqualified. 

(b)
Bids from contractors appearing on the ineligibility lists of African Development Bank, Asian Development Bank, European Bank for Reconstruction and Development, Inter-American Development Bank Group and World Bank Group shall be rejected.
              
Links for checking the ineligibility lists are available on the PPO’s website: ppo.govmu.org.

5.4
A firm shall be excluded if, pursuant to a decision of the United Nations Security Council taken under Chapter VII of the Charter of the United Nations, Mauritius prohibits: 
(a) 
the import of goods from the country in which the firm is 
based; 
(b) 
the contracting of works or services from that country; or 
(c) 
any payments to persons or entities in that country.
5.5
Government-owned enterprises in the Republic of Mauritius shall be eligible only if they can establish that they:


(a) 

are legally and financially autonomous; 


(b) 

operate under commercial law, and 


(c) 
are not a dependent agency of the Purchaser.

5.6
Bidders shall provide such evidence of their continued eligibility satisfactory to the Employer, as the Employer shall reasonably request.



	6. Qualification of the Bidder


	6.1
All bidders shall provide in Section II, Response Templates, a preliminary description of the proposed work method and schedule, including drawings and charts, as necessary.

6.2 
During evaluation the Employer may clarify with the bidder regarding certain aspects of the bid as per ITB Clause 28. 

6.3 
All bidders shall include the following information and documents with their bids in Section II.
(a) scanned copies of original documents defining the constitution or legal status, place of registration, and principal place of business;
Note: In the case of Bids submitted by an existing or intended JV an undertaking signed by all parties (i) stating that all parties shall be jointly and severally liable, and (ii) nominating a Representative who shall have the authority to conduct all business for and on behalf of any and all the parties of the JV during the bidding process and, in the event the JV is awarded the Contract, during contract execution.”

(b) scanned copies of evidence of total monetary value of Facilities Management Services performed for each of the last five years;

(c) scanned copies of evidence of experience in Services of a similar nature and size for each of the last five years, and details of Services or works under way or contractually committed; and names and address of Employers who may be contacted for further information on those contracts;

(d) scanned copies of documentary evidences of qualifications and experience of key site management and technical personnel proposed for the Contract;

(e) scanned copies of original reports on the financial standing of the Bidder, such as profit and loss statements and auditor’s reports for the past five years;

(f) scanned copies of original evidence of adequacy of cash-flow for this Contract (access to line(s) of credit and availability of other financial resources);

(g) scanned copy of original authority of the Employer to seek references from the Bidder’s bankers;

(h) scanned copies of original documents information regarding any litigation, current or during the last five years, in which the Bidder is involved, the parties concerned, and disputed amount; and

(i) scanned copies of original proposals for subcontracting components of the Services or works amounting to more than 10 percent of the Contract Price.

(j) [List any other relevant qualification information or documents as decided by the Public Body] 

6.4 
Bids submitted by a joint venture of two or more firms as partners shall comply with the following requirements;

(a) 
the Bid shall include all the information listed in ITB Sub-clause 6.3 above for each joint venture partner;

(b) 
the Bid shall be signed so as to be legally binding on all partners;

(c) 
the Bid shall include a copy of the agreement entered into by the joint venture partners defining the division of assignments to each partner and establishing that all partners shall be jointly and severally liable for the execution of the Contract in accordance with the Contract terms; alternatively, a Letter of Intent to execute a joint venture agreement in the event of a successful bid shall be signed by all partners and submitted with the bid, together with a copy of the proposed agreement;

(d) 
one of the partners shall be nominated as being in charge, authorized to incur liabilities, and receive instructions for and on behalf of any and all partners of the joint venture; and

(e) 
the execution of the entire Contract, including payment, shall be done exclusively with the partner in charge.

(f) 
[List any other relevant information as decided by the Public Body]

6.5 
To qualify for award of the Contract, bidders shall meet the 
following minimum qualifying criteria:

(a)
a minimum average annual volume of Facilities Management services over the last 5 years shall be at least 70% of the annual contract amount payable to the selected bidder, or 70% of the contract value if the contract duration is less than one year.  

(b) 
experience as prime Service Provider in the execution of at least one service contract over the last 5 years in any of the following activities.  To comply with this requirement, Services contracts cited shall be at least 70% complete:

(i)
Maintenance or management Services to existing facilities/plants/premises/hotels/offices of minimum surface area of …….. [insert number] m2 and ……. [insert number] storeys which comprises …………………….. [lift, Air conditioning, electrical works, MEP works, interior works including hand floor tiles i.e. granite, ceramic tiles, timber parquet and the like, wall tiles, associated landscaping works, access drive- Public Body to amend accordingly].

(ii)
[Any other activities as decided by the Public Body. Public Body may amend ITB Sub-clause 6.5(b) according to specific requirements]

(c)
the following key personnel:

(i) 
a full-time Facilities Manager with 5 years experience in Facilities Management or Maintenance Services of minimum 5-storey building or facility of minimum value of Rs …………………… (e.g. 200Million).  He/she should also possess as a minimum a bachelor degree in either Facilities/Resort Management or Mechanical / Electrical / Electronic / Electromechanical / Mechatronics Engineering from a recognized tertiary institution, or equivalent qualifications and registered as a Mechanical / Electrical / Electromechanical / Electronics / Mechatronics Engineer.  A copy of the certificate of registration from the Council of Registered Professional Engineers of Mauritius shall be submitted as proof. 

(ii)
A part-time registered Professional Engineer in Civil or Structural Engineering with 5 years post-registration experience.  A copy of the certificate of registration from the Council of Registered Professional Engineers of Mauritius shall be submitted as proof. 

(iii) 
A full-time Technical Officer-cum-Supervisor with minimum a diploma or equivalent qualifications in Mechanical or Electrical or Electromechanical or Mechatronics or Building/Facilities Management Services Engineering from a recognized tertiary institution.  He/She should possess 5 years proven experience in his/her field of competence and having work experience in building/facilities/resort management.

(iv) 
A part-time Registered Health and Safety Officer with minimum a diploma in Health & Safety from a recognized tertiary institution and be registered with the Ministry of Labour, Industrial Relations, Employment and Training and having 2 years proven experience in his/her field of competence. 

(v) 
[Any other key personnel as decided by the Public Body. Public Body may amend ITB Sub-clause 6.5(c) according to specific requirements]
NOTE: The bidder shall submit signed Curriculum Vitae (A format of the CV to be filled by the proposed personnel is found at Section II) as well as copies of all relevant academic and professional certificates of the above proposed personnel and ensure that they match the required profile as detailed in this section. 

(d)
liquid assets and/or credit facilities, net of other contractual commitments and exclusive of any advance payments which may be made under the Contract, of no less than ……………….  Bidder to demonstrate access to or availability of financial resources in the form of Key Financial Information extracted from Audited Accounts/ Financial Statements as provided in Section II.  
A consistent history of litigation or arbitration awards against the Applicant or any partner of a Joint Venture may result in disqualification.

The figures for each of the partners of a joint venture shall be added together to determine the Bidder’s compliance with the minimum qualifying criteria of ITB Sub-clause 6.5(a), (b) and (c); however, for a joint venture to qualify the partner in charge must meet at least 40 percent of those minimum criteria for an individual Bidder and other partners at least 25% of the criteria.  Failure to comply with this requirement will result in rejection of the joint venture’s Bid.  Subcontractors’ experience and resources will also be taken into account in determining the Bidder’s compliance with the qualifying criteria.



	7. Conflict of 
Interest


	7.1 A Bidder shall not have a conflict of interest.  All Bidders found to have a conflict of interest shall be disqualified.  A Bidder may be considered to have a conflict of interest with one or more parties in this bidding process, if:

(a) they have a controlling partner in common; or

(b) they receive or have received any direct or indirect subsidy from any of them; or

(c)  they have the same legal representative for purposes of this bid; or

(d)
they have a relationship with each other, directly or through common third parties, that puts them in a position to have access to information about or influence on the Bid of another Bidder, or influence the decisions of the Employer regarding this bidding process; or

(e)
a Bidder participates in more than one bid in this bidding process. Participation by a Bidder in more than one Bid will result in the disqualification of all Bids in which the party is involved. However, this does not limit the inclusion of the same subcontractor in more than one bid; or 
(f)
a Bidder or any of its affiliates participated as a consultant in the preparation of the design or technical specifications of the contract that is the subject of the Bid.          


	8. Cost of

 Bidding


	8.1 The Bidder shall bear all costs associated with the preparation and submission of his Bid, and the Employer will in no case be responsible or liable for those costs.


	9. Site Visit/Pre-bid Meeting


	9.1 (a) 
The Bidder, at the Bidder’s own responsibility and risk, is encouraged to visit and examine the Site of required Services and its surroundings and obtain all information that may be necessary for preparing the Bid and entering into a contract for the Services.  The costs of visiting the Site shall be at the Bidder’s own expense.

(b) 
A pre-bid meeting shall be held on ………………[insert date, time  and venue] to allow bidders to obtain clarifications on the bidding documents.  Any information given in the course of the meeting that may have an incidence in the preparation of the bids shall be issued by the Public Body as addendum after the meeting, as per ITB Sub-clause12.2, to form part of the Bidding Documents.




B.  Bidding Documents

	10. Content of Bidding Documents


	10.1 The set of bidding documents comprises the documents listed in the table below and addenda issued in accordance with ITB clause 12:

Section I
Instructions to Bidders

Section II
Response Templates

Section III
Activity Schedule 
Section IV
Scope of Service and Performance Specifications 

Section V
Conditions of Contract

Section VI
Contract Forms 

10.2 The Bidder is expected to examine all instructions, forms, terms, and specifications in the bidding documents.  Failure to furnish all information required by the bidding documents or to submit a bid not substantially responsive to the bidding documents in every respect will be at the Bidder’s risk and may result in the rejection of its bid. 



	11. Clarification of Bidding Documents


	11.1 A prospective Bidder requiring any clarification of the Bidding Document shall contact the Employer using the online clarifications feature available in the e-Procurement System.  The Employer will respond online to any request for clarification within seven days, provided that such request is received no later than fourteen (14) days prior to the deadline for submission of bids, which is on ………………..[Insert date and time].  The e-Procurement System shall alert all those who have downloaded the Bidding Documents of any clarification issued by the Employer. The clarification shall include a description of the inquiry but without identifying its source. Should the Employer deem it necessary to amend the Bidding Document as a result of a request for clarification, it shall do so following the procedure under ITB Clause 12.

	
	

	12. Amendment of Bidding Documents


	12.1 At any time prior to the deadline for submission of bids (bid preparation and hash submission), the Employer may amend the Bidding Document by issuing addenda. 

12.2 Any addendum issued shall be part of the Bidding Documents. All those who have downloaded the bidding documents shall be alerted by the e-Procurement System.

12.3 To give prospective Bidders reasonable time in which to take an addendum into account in preparing their bids, the Employer may, at its discretion, extend the deadline for the submission of bids (bid preparation and hash submission), pursuant to ITB Sub-clause 23.2.


C.  Preparation of Bids

	13.  Language of Bid


	13.1  
The bid prepared by the Bidder, as well as all correspondence and documents relating to the bid exchanged by the Bidder and the Employer shall be written in English.  Supporting documents and printed literature furnished by the Bidder may be in another language provided they are accompanied by an accurate translation of the relevant passages in the language specified in the Bidding Data Sheet, in which case, for purposes of interpretation of the Bid, the translation shall govern.

13.2  
Notwithstanding the above, documents in French submitted with the bid may be accepted without translation.



	14. Documents Comprising the Bid

15. Bid Submission Form and Schedules 
	14.1 The Bid submitted online using the response templates provided for by the Bidder shall comprise the following:

(a)
The Form of Bid (in the format indicated in Section II);

(b) Bid Security or Bid Securing declaration (where applicable);

(c) Priced Activity Schedule;

(d)
Qualification Information Form and Documents; and

(e)
any other materials required to be completed and submitted by bidders, as per the requirement of the bidding document

14.2 Bidders bidding for this contract together with other contracts stated in the IFB to form a package will so indicate in the bid together with any discounts offered for the award of more than one contract.
15.1 The Bid Submission Form, Priced Activity Schedules listed under ITB Sub-clause 14.1 shall be prepared and submitted online using response templates; certain documents where indicated shall be uploaded in scanned copies of the originals as response templates or as attachments to a template.



	16. Bid Prices


	16.1 The Contract shall be for the Services, as described in Section IV Scope of Service and Performance Specifications, based on the priced Activity Schedule, Section III, submitted by the Bidder.

16.2 The price to be quoted in the Bid Submission Form shall be the    total price, excluding any discount offered.

16.3 The Bidder shall quote any unconditional discount and indicate the method for their application in the Bid Submission Form

16.4 The Bidder shall fill in rates and prices for all items of the Services described in Section IV-the Scope of Service and Performance Specifications and listed in Section III-Priced Activity Schedule.  Items for which no rate or price is entered by the Bidder will not be paid for by the Employer when executed and shall be deemed covered by the other rates and prices in the Activity Schedule.

16.5 All duties, taxes, and other levies payable by the Service Provider under the Contract, or for any other cause, as of the date 28 days prior to the deadline for submission of bids (bid preparation and hash submission), shall be included in the total Bid price submitted by the Bidder.

16.6 
The rates and prices quoted by the Bidder shall be subject to adjustment during the performance of the Contract in accordance with and the provisions of the General Conditions of Contract and/or Special Conditions of Contract.  The Bidder shall submit with the Bid all the information required under the Special Conditions of Contract and of the General Conditions of Contract.



	17. Currencies of Bid and Payment


	17.1 The bid price shall be quoted in Mauritian Rupees only.



	18. Bid Validity


	18.1 Bids shall remain valid after the deadline of bid submission (bid preparation and hash submission) for the period of ………….[insert number. The period should be a realistic time, usually not less than 45 days nor more than 105, allowing for bid evaluation and clarifications.  The time should be the same as that specified in the Invitation for Bids]
18.2 In exceptional circumstances, the Employer may request that the bidders extend the period of validity for a specified additional period.  The request and the bidders’ responses shall be made in writing or by facsimile.  A Bidder may refuse the request without forfeiting the Bid Security.  A Bidder agreeing to the request will not be required or permitted to otherwise modify the Bid, but will be required to extend the validity of Bid Security/Bid Securing Declaration for the period of the extension, and in compliance with ITB Clause 17 in all respects.

18.3 In the case of contracts in which the Contract Price is fixed (not subject to price adjustment), if the period of bid validity is extended by more than 60 days, the amount payable to the Bidder selected for award, shall be increased by applying the factor specified in the request for extension, for the period of delay beyond 60 days after the expiry of the initial bid validity, up to the notification of award.  Bid evaluation will be based on the Bid prices without taking the above correction into consideration.



	19.  Bid Security/Bid Securing Declaration

	19.1 Bid security shall not be applicable for contracts of less than MUR 200 Million.
19.2 The Bid Security shall be forfeited or the Bid Securing Declaration executed:

(a)
if a Bidder withdraws its bid during the period of bid validity specified by the Bidder on the Bid Submission Form, except as provided in ITB Sub-clause 18.2; or

(b)
if a bidder refuses to accept a correction of an error appearing on the face of the Bid; or

(c)
if the successful Bidder fails to: 

(i) sign the Contract in accordance with ITB Clause 36; or

(ii) furnish a Performance Security in accordance with ITB Clause 37.
19.3 The Bid Security or Bid- Securing Declaration of a JV must be in the name of the JV that submits the bid. If the JV has not been legally constituted at the time of bidding, the Bid Security or Bid-Securing Declaration shall be in the names of all future partners as named in the letter of intent to constitute the JV.

19.4 If a bid security is not required and

(a) if a Bidder withdraws its bid during the period of bid validity specified by the Bidder on the Letter of Bid Form, except as provided in ITB Sub-clause18.2, or

(b)
if a bidder refuses to accept a correction of an error appearing on the face of the Bid; or

(c)
if the successful Bidder fails to: 

(i) sign the Contract in accordance with ITB Clause 36; or

(ii) furnish a Performance Security in accordance with ITB Clause 37.


The Bidder may be disqualified to be awarded a public contract in the Republic of Mauritius for a period of time to be determined by the PPO.



	20. Alternative Proposals by Bidders


	20.1 Alternative bids shall not be considered.



	21. Format and Signing of Bid


	21.1 The Bidder shall prepare the bid online in the templates provided for, comprising of the bid as described in ITB Sub-clause14.1.
21.2 The online bid shall be digitally signed by a person duly authorized to sign on behalf of the Bidder. 


D.  Submission of Bids

	22. Sealing and 
Marking of Bids


	22.1 
(a)
Bidders shall submit their bids online.  No bids submitted manually shall be accepted, except for the Bid Security, and/or any other items such as bulky documents and drawings which are not available in soft copies or may not be scanned for submission online.

(b)
where Bid Security and/or bulky documents referred to in the preceding paragraph have to be submitted manually they shall be forwarded to the Office of the Public Body before the deadline date and time scheduled for Bid Submission (bid preparation and hash submission), as specified in the Key Activity Schedule on the e-Procurement System.

(c)
Bidders shall follow the Guidelines provided for online submission

22.2 
Any envelope or parcel containing the Bid Security/documents, where applicable, shall:

(a)
bear the name and address of the Bidder;

(b)
be addressed to the Employer as indicated in ITB Sub-
clause 22.1;

(c)
bear the specific identification of this bidding process 
indicated in accordance with ITB Sub-clause 1.1; and

(d)
bear a warning not to open before the time and date for bid opening.

22.3 
If the envelope containing the bid security/drawings/printed materials is not sealed and marked as required, the Employer will assume no responsibility for the misplacement or premature opening of the envelope.



	23. Deadline for Submission of Bids


	23.1 Bid submission (Bid preparation and hash submission) must be executed online before the start date and time specified for bid closing.  Bid Security in its original format and other items, if allowed by the Employer, must be submitted to the Employer at latest by the same time and date, and at the place specified hereunder.
Bidders shall complete their bid preparation and hash submission on line before the start Date and Time for Bid closing,

Bid Closing:

Start Date and Time (Mauritian): [insert day, month, year and time i.e. 15 June, 2001 13 00 hr]

End Date and Time (Mauritian): insert day, month, year and time i.e. 15 June, 2001 13 30 hr]

[Public bodies shall customize this clause accordingly or delete same if not applicable]

Where so allowed by the Employer, Bidders shall forward their Bid Security and/or other materials 

Employer’s address for submission of Bid security/documents etc. and/or samples only [if allowed as per ITB Sub-clause 22.,1], otherwise delete this part] by same deadline as above:

Attention: [insert full name of person, if applicable, or insert name of the Officer]

Address: [insert street name and number]

Floor-Room number: [insert floor and room number, if applicable] [important to avoid delays or misplacement of bids]

City: [insert name of city or town]

Country: [insert name of country] 
23.2 
The Employer may, at its discretion, extend the deadline for the bid preparation and hash submission (bid submission) and submission of envelopes/bid security where applicable, by amending the Bidding Documents in accordance with ITB Clause 12, in which case all rights and obligations of the Employer and Bidders previously subject to the deadline shall thereafter be subject to the deadline as extended. 



	24. 
Late Bids


	24
The Employer shall not consider any Bid Security/envelope/parcel, if applicable, that arrives after the deadline for their submissions in accordance with ITB Clause 23.



	25. 
Modification, Substitution and Withdrawal of Bids


	25.1
A Bidder may withdraw, substitute or modify its bid any time prior to the deadline set for bid preparation and hash submission (bid submission). 

25.2 Since the e-Procurement System allows modifications/ substitutions of Bid Data and attachments by the Bidders up to the last date and time of bid Preparation and hash submission, Bidders are allowed to rework on their bids as many times as required. However, after the deadline set for the bid preparation and hash submission, the Time-lock feature of the e-Procurement system will not allow Bidders to modify/substitute their bid data and attachments in any way.

25.3 No bid may be withdrawn, substituted, or modified in the interval between the deadline set for Bid Preparation and Hash Submission of bids and the expiration of the period of bid validity specified by the Bidder on the Bid Submission Form or any extension thereof.

25.4 
For further guidance on withdrawal, substitution and modification, Bidders are requested to refer to the Guidelines for Suppliers. 


E.  Bid Opening and Evaluation

	26 (i) Decryption                          and              Re-encryption 

(ii)
Bid Opening


	26.1 Bidders shall decrypt and re-encrypt their bids within the time schedule provided below to enable opening of their bids. The time lock feature in the system will not allow bidders to decrypt and encrypt their bids outside the specified time frame.
26.2 Where the bidder does not execute the decryption and re-encryption of its bid within the time frame provided in ITB Sub-clause 25.2, the bid shall not be accessible for opening. In such cases the bid shall be deemed to have been withdrawn by the bidder.
26.3 Bid Data decryption and re-encryption
Bidders shall decrypt and re-encrypt their bids (as explained in the Guideline) within the time frame indicated hereunder: [Public Body shall generally indicate a time frame around 48 hours after the deadline date and time set for the bid preparation and hash submission in ITB Sub-clause 23.1]

Start Date and Time (Mauritian): [insert day, month, year and time i.e. 15 June, 2001 15 00 hr]

End Date and Time (Mauritian): insert day, month, year and time i.e. 17 June, 2001 15 00 hr]

26.4 The Employer shall conduct the bid opening on line at the date, time and place specified below, in the presence of bidders or their representatives who choose to attend. The online opening shall allow bidders to view the status of bids received online, name of bidders, prices as appearing in the Bid Submission Forms and Comparison Statements. 

Bid Opening 

Online Bid Opening

Start Date and Time (Mauritian): [insert day, month, year and time i.e. 17 June, 2001 16 00 hr]
End Date and Time (Mauritian): [ insert day, month, year and time i.e. 17 June, 2001 17 00 hr]
[Public bodies shall customize this clause accordingly or delete same if not applicable]
Where Bid Security and/or Documents have been allowed to be submitted manually, these will be opened concurrently at:

Street Address: [insert street address and number]


Floor/ Room number: [insert floor and room number, if applicable]


City: [insert name of city or town]
Country: [insert name of country]
26.5 Where manual submission of documents and/or bid security have been allowed, the Employer shall open the envelopes concurrently. Envelopes containing Bid Security/documents shall be opened one at a time, reading out: the name of the Bidder and presence of Bid Security, if applicable.
26.6 The Employer will shortly after completing the online opening provide a record of the Bid opening online that shall include, as a minimum: the name of the Bidder, the Bid Price per lot if applicable, including any discounts, presence of Bid Security, if applicable and alternative offers if they were permitted. Bidders will be able to view these records online. 



	27. Process to be Confidential


	27.1 Information relating to the examination, clarification, evaluation, and comparison of bids and recommendations for the award of a contract shall not be disclosed to bidders or any other persons not officially concerned with such process.  Any effort by a Bidder to influence the Employer’s processing of bids or award decisions may result in the rejection of his Bid.
27.2  If, after notification of award, a bidder wishes to ascertain the grounds on which its bid was not selected, it should address its request to the Employer, who will provide written explanation.  Any request for explanation from one bidder should relate only to its own bid; information about the bid of competitors will not be addressed.


	28. 
Clarification of Bids


	28.1 To assist in the examination, evaluation, and comparison of bids, the Employer may, at the Employer’s discretion, ask any Bidder for clarification of the Bidder’s Bid, including breakdowns of the prices in the Activity Schedule, and other information that the Employer may require.  The request for clarification and the response shall be in writing via e-mail or facsimile, but no change in the price or substance of the Bid shall be sought, offered, or permitted except as required to confirm the correction of arithmetic errors discovered by the Employer in the evaluation of the bids in accordance with ITB Clause 30.
28.2 Subject to ITB Sub-Clause 27.1, no Bidder shall contact the Employer on any matter relating to its bid from the time of the bid opening to the time the contract is awarded. If the Bidder wishes to bring additional information to the notice of the Employer, he should do so in writing.
28.3 Any effort by the Bidder to influence the Employer in the Employer’s bid evaluation or contract award decisions may result in the rejection of the Bidder’s bid.


	29. Examination of Bids and Determination of Responsiveness


	29.1 Prior to the detailed evaluation of bids, the Employer will determine whether each Bid (a) meets the eligibility criteria defined in ITB Clause 5; (b) is accompanied by the required securities; and (c) is substantially responsive to the requirements of the bidding documents.
29.2 A substantially responsive Bid is one which conforms to all the terms, conditions, and specifications of the bidding documents, without material deviation or reservation.  A material deviation or reservation is one (a) which affects in any substantial way the scope, quality, or performance of the Services; (b) which limits in any substantial way, inconsistent with the bidding documents, the Employer’s rights or the Bidder’s obligations under the Contract; or (c) whose rectification would affect unfairly the competitive position of other bidders presenting substantially responsive bids.
29.3 If a bid is not substantially responsive, it will be rejected by the Employer, and may not subsequently be made responsive by correction or withdrawal of the nonconforming deviation or reservation.


	30. 
Correction of Errors


	30.1 Bids determined to be substantially responsive will be checked by the Employer for any arithmetic errors.  Arithmetical errors will be rectified by the Employer on the following basis:  if there is a discrepancy between unit prices and the total price that is obtained by multiplying the unit price and quantity, the unit price shall prevail, and the total price shall be corrected; if there is an error in a total corresponding to the addition or subtraction of subtotals, the subtotals shall prevail and the total shall be corrected; if there is a discrepancy between the amounts in figures and in words, the amount in words will prevail.
30.2 The amount stated in the Bid will be adjusted by the Employer in accordance with the above procedure for the correction of errors and, with the concurrence of the Bidder, shall be considered as binding upon the Bidder.  If the Bidder does not accept the corrected amount, the Bid will be rejected, and the Bid Security shall be forfeited or the Bid Securing Declaration exercised and in accordance with ITB Sub-clause 19.4.


	31. Currency for Bid Evaluation
	31.1
The Employer will evaluate each bid in Mauritian Rupees.


	32. Evaluation and Comparison of Bids


	32.1 The Employer will evaluate and compare only the bids determined to be substantially responsive in accordance with ITB Clause 29.
32.2 In evaluating the bids, the Employer will determine for each Bid the evaluated Bid price by adjusting the Bid price as follows:

(a)
making any correction for errors pursuant to ITB Clause 30;

(b)
excluding provisional sums and the provision, if any, for contingencies in the Activity Schedule, Section III, but including Day work, when requested in the Specifications (or Terms of Reference) Section IV;

(c)
making an appropriate adjustment for any other acceptable variations, deviations, or alternative offers submitted in accordance with ITB Clause 20; and

(d)
making appropriate adjustments to reflect discounts or other price modifications offered in accordance with ITB Sub-clause 25.4.
32.3 The Employer reserves the right to accept or reject any variation, deviation, or alternative offer.  Variations, deviations, and alternative offers and other factors, which are in excess of the requirements of the bidding documents or otherwise result in unsolicited benefits for the Employer will not be taken into account in Bid evaluation.
32.4 The estimated effect of any price adjustment conditions under Sub-clause 6.6 of the General Conditions of Contract, during the period of implementation of the Contract, will not be taken into account in Bid evaluation.


	33. Preference for 
Domestic 
Bidders
	33.1
Margin of Preference shall not be applicable.


F.  Award of Contract

	34. Award Criteria


	34.1  Subject to ITB Clause 35, the Employer will award the Contract to the Bidder whose Bid has been determined to be substantially responsive to the bidding documents and who has offered the lowest evaluated Bid price, provided that such Bidder has been determined to be 
(a) 
eligible in accordance with the provisions of ITB Clause 5; and 
(b) 
qualified in accordance with the provisions of ITB Clause 6.
34.2 If, pursuant to ITB Sub-clause 14.2 this contract is being let on a “slice and package” basis, the lowest evaluated Bid Price will be determined when evaluating this contract in conjunction with other contracts to be awarded concurrently. Taking into account any discounts offered by the bidders for the award of more than one contract.


	35.
Employer’s Right to Accept any Bid and to Reject any or all Bids


	35.1 Notwithstanding ITB Clause 34, the Employer reserves the right to accept or reject any Bid, and to cancel the bidding process and reject all bids, at any time prior to the award of Contract, without thereby incurring any liability to the affected Bidder or bidders.


	36. 
Notification of Award and Signing of Agreement


	36.1 Prior to the expiration of the period of bid validity, the Employer shall, for contract amount above the prescribed threshold, notify the selected bidder of the proposed award and accordingly notify unsuccessful bidders.  Subject to challenge and Appeal the Employer shall notify the selected Bidder, in writing, by a Letter of Acceptance for award of contract. It will state the sum that the Employer will pay to the Service Provider in consideration of the execution of the services or works by the Service Provider as prescribed by the Contract (hereinafter and in the Contract called the “Contract Price”). Within seven days from the issue of Letter of Acceptance the Employer shall publish on the Public Procurement Portal (publicprocurement.govmu.org) and the Employer’s website, the results of the Bidding process.
36.2 The issue of the Letter of Acceptance will constitute the formation of the Contract.
36.3
The Contract, in the form provided in the bidding documents, will incorporate all agreements between the Employer and the successful Bidder.  It will be signed by the Employer and sent to the successful Bidder along with the Letter of Acceptance.  Within 28 days of receipt of the Contract, the successful bidder shall sign the Contract and return it to the Employer, together with the required performance security pursuant to ITB Clause 37.


	37 Performance Security


	37.1 Within 21 days after receipt of the Letter of Acceptance, the successful Bidder shall deliver to the Employer a Performance Security in the amount of …………………………….[Public Body to insert amount for performance security] and in the form of a Bank/Insurance Guarantee, denominated in the type and proportions of currencies in the Letter of Acceptance and in accordance with the General Conditions of Contract.
37.2 If the Performance Security is provided by the successful Bidder in the form of a Bank/Insurance Guarantee, it shall be issued either at the Bidder’s option, by a commercial bank/insurance company located in the Republic of Mauritius or a foreign bank through a correspondent commercial bank located in the Republic of Mauritius.
37.3 Failure of the successful Bidder to comply with the requirements of ITB Sub-clause 37.1 shall constitute sufficient grounds for cancellation of the award and forfeiture of the Bid Security or application of the Bid Securing Declaration.



	38 Advance Payment and Security


	38.1 Not applicable.

	39 Debriefing


	39.1
The Employer shall promptly attend to all requests for debriefing for the contract, made in writing, and within 30 days from the date of the publication of award or date the unsuccessful bidders are informed about the award, whichever is the case, by following regulation 9 of the Public Procurement Regulation 2008 as amended.
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Response Templates (OAB OTHER SERVICES -NON-CONSULTANCY) 
This Section refers to templates that have to be used for online bidding.  Some of them are already provided in the e-Procurement System whereas others are required to be uploaded in the format of documents contained herein. 

1. Bid Submission Form (TO BE FILLED ONLINE)
Bidders are required to fill in the Bid Submission Form as a response template which contains a copy of the Bid Securing Declaration as part of the template.  This template is applicable for a procurement where the Public Body may either require a Bid Security or just a Bid Securing Declaration.
In case the Public Body has requested a Bid Security in the Bid Data Sheet, Bidders will be required to upload the scanned copy of their Bid Security as a response template and to forward the original as a document to reach the Public Body before the deadline for the submission of bids.

2. Qualification Information (TO BE FILLED ONLINE)
Bidders have to fill in the response templates provided in the e-procurement system in respect of the data required hereunder.

The response templates cater for all the criteria and sub-criteria and also allow bidders to upload some data as per the tables format hereunder.

The information to be filled in the templates shall be used for the purpose of post-qualification or for verification of prequalification as provided for in ITB Clause 6.
	1.
Individual Bidders or Individual Members of Joint Ventures
	1.1
Constitution or legal status of Bidder: [attach copy]
Place of registration: [insert]
Principal place of business: [insert]
Power of attorney or other acceptable document of signatory of Bid: [not applicable]
1.2
Total annual volume of Services or works performed in five years: [insert]
1.3
Services performed as Prime Service Provider on the provision of Services of a similar nature and volume over the last five years.  The values should be indicated in the same currency used for Item 1.2 above.  Also list details of work under way or committed, including expected completion date.


	Project name and country
	Name of employer and contact person
	Type of Services provided and year of completion
	Value of contract

	(a)

(b)
	
	
	


	
	1.4
Major items of Service Provider's Equipment proposed for carrying out the Services.  List all information requested below.  Refer also to ITB Clause 6.5.


	
	1.5
Qualifications and experience of key personnel proposed for administration and execution of the Contract. Attach C.V as per format provided below.  Refer also to ITB Sub-clause 6.5(c).


	Position
	Name
	Years of experience (general)
	Years of experience in proposed position

	(a)

(b)
	
	
	


	
	1.6
Proposed subcontracts and firms involved. Refer to General Conditions of Contract Clause 3.7.


	Sections of the Services
	Value of subcontract
	Subcontractor

(name and address)
	Experience in providing similar Services

	(a)

(b)
	
	
	


	
	1.7
Financial reports for the last three years:  balance sheets, profit and loss statements, auditors’ reports, etc.  List below and attach copies.
1.8
Evidence of access to financial resources to meet the qualification requirements:  cash in hand, lines of credit, etc.  List below and attach copies of support documents. 
1.9
Name, address, and telephone and facsimile numbers of banks that may provide references if contacted by the Employer.
1.10
Information regarding any litigation, current or within the last five years, in which the Bidder is or has been involved.


	     Other party(ies)
	Cause of dispute
	Details of litigation award
	Amount involved

	(a)

(b)
	
	
	


	
	1.11
Statement of compliance with the requirements of ITB Sub-clause 4.2.
1.12
Proposed Program (service work method and schedule).  Descriptions, drawings, and charts, as necessary, to comply with the requirements of the bidding documents.


	2.
Joint Ventures
	2.1
The information listed in 1.1 - 1.11 above shall be provided for each partner of the joint venture.
2.2
The information in 1.12 above shall be provided for the joint venture.
2.3
Attach the power of attorney or other acceptable document of the signatory (ies) of the Bid authorizing signature of the Bid on behalf of the joint venture.
2.4
Attach the Agreement among all partners of the joint venture (and which is legally binding on all partners), which shows that:
(a)
all partners shall be jointly and severally liable for the execution of the Contract in accordance with the Contract terms;
(b)
one of the partners will be nominated as being in charge, authorized to incur liabilities, and receive instructions for and on behalf of any and all partners of the joint venture; and
(c)
the execution of the entire Contract, including payment, shall be done exclusively with the partner in charge.


	3.
Additional Requirements
	3.1
Bidders should provide any additional information required in the BDS and to fulfill the requirements of ITB Sub-clause 5.1, if applicable.




3. Curriculum Vitae (CV) for Proposed Key Personnel (TO BE UPLOADED ON E-PS)
1.
Proposed Position [only one candidate shall be nominated for each position]:  

2.
Name of Service Provider [Insert name of Service Provider proposing the staff]:  


3.
Name of Staff [Insert full name]:  

4.
Date of Birth:  
 Nationality:  

5.
Education [Indicate college/university and other specialized education of staff member, giving names of institutions, degrees obtained, and dates of obtainment]:  


6.
Membership of Professional Associations:  

7.
Other Training [Indicate significant training since degrees under 5 - Education were obtained]:  

8.
Countries of Work Experience: [List countries where staff has worked in the last ten years]:

9.
Languages [For each language indicate proficiency: good, fair, or poor in speaking, reading, and writing]:  

10.
Employment Record [Starting with present position, list in reverse order every employment held by staff member since graduation, giving for each employment (see format here below): dates of employment, name of employing organization, positions held.]:
From [Year]:  
 To [Year]:  

Employer:  

Positions held:  


Tasks carried out: ________________________

11.
Certification:

I, the undersigned, certify that to the best of my knowledge and belief, this CV correctly describes myself, my qualifications, and my experience.  I understand that any wilful misstatement described herein may lead to my disqualification or dismissal, if engaged.


 Date:  

[Signature of staff member or authorized representative of the staff]
Day/Month/Year
Full name of authorized representative:  

4. Financial Situation (to be uploaded on the e-PS)
Historical Financial Performance FIN 3.1 

Bidder’s Legal Name: _______________________     
Date:  _____________________

JV Partner Legal Name: _______________________ 
Bidder’s Reference No.:  _______________ 
Page _______ of _______ pages

To be completed by the Bidder and, if JV, by each partner

Form of Key Financial Information extracted from Audited Accounts/ Financial Statements (to be uploaded on the e-PS) 

	Financial   data in the currency reported in the Audited Accounts/Financial Statements
	Historical Information
	Remarks

By BEC

	
	Previous
years
	Last year
	Current year
	

	Statement of Financial Position (Information from Balance Sheet)
	

	A. Current Assets
	
	
	
	

	B. Current Liabilities
	
	
	
	

	Working capital ratio or current ratio(A/B)
	
	
	
	

	Quick ratio or Acid Test ratio (Current Asset net of stock / B)
	
	
	
	

	C. Total Assets
	
	
	
	

	D. Total Liabilities 
	
	
	
	

	Net Worth(C-D)
	
	
	
	

	Cash in hand and at Bank
	
	
	
	

	Bank Overdrafts 
	
	
	
	

	Other Liquid Assets 
	
	
	
	

	Debt to Equity Ratio (Gearing / Solvency ratio) Long Term Debt X100
     Equity  
	
	
	
	

	Information from Income statement
	

	Key Profitability Indicators in the currency reported in the Audited Accounts/Financial Statements
	Previous years
	Last year
	Current year
	

	Turnover
	
	
	
	

	Profit / (Loss) Before Tax
	
	
	
	

	Taxation 
	
	
	
	

	Net Profit /(Loss) After Tax
	
	
	
	

	(Net profit After tax) x 100

(Turnover)
	
	
	
	

	Certified by Bidder that information are true extract from Audited Accounts/Financial Statements 

Name:

Signature:

Capacity:

Date:
	


Attached are copies of financial statements (balance sheets, including all related notes, and income statements) for the years required above complying with the following conditions:

· Must reflect the financial situation of the Bidder or partner to a JV, and not sister or parent companies

· Historic financial statements must be audited by a certified accountant

· Historic financial statements must be complete, including all notes to the financial statements

· Historic financial statements must correspond to accounting periods already completed and audited (no statements for partial periods shall be requested or accepted)

Section III.  Activity Schedule

	Dayworks Schedule
A Daywork Schedule should be included only if the probability of unforeseen work, outside the items included in the Activity Schedule, is high.  To facilitate checking by the Employer of the realism of rates quoted by the bidders, the Daywork Schedule should normally comprise the following:
(a)
A list of the various classes of Services, labor, materials, and Plant for which basic day work rates or prices are to be inserted by the Bidder, together with a statement of the conditions under which the Service Provider will be paid for work/services executed on a day work basis.
(b)
Nominal quantities for each item of Dayworks, to be priced by each Bidder at Dayworks rates as Bid.  The rate to be entered by the Bidder against each basic Dayworks item should include the Service Provider’s profit, overheads, supervision, and other charges.




Templates for Activity Schedules
1. Online submission of Detailed Activity Schedules

Bidders shall fill in the response templates provided for the Activity Schedules as prepared by the Public Body in the system.

The samples provided herein may assist public bodies in understanding the format of these templates and also to create templates in Microsoft Excel which public bodies may use for importing data in the response templates when filling in the details in the Activity Schedule.

Bidders may for their convenience download a set of the Detailed Activity Schedules in Microsoft Excel format which is available in the system as a separate attachment to the Bidding document. However, they will have to insert the prices against each item manually in the system.

2. Templates in the e-Procurement System
2.1 
Templates for Activity Schedules
The Templates provided in the e-Procurement system basically allow for the Public Body to choose if bidders shall be limited to quote and be paid in fixed Mauritian Rupees or with adjustment to changes in rate of exchange for certain items to be incorporated in the works. 
Public bodies may also choose to allow bidders to quote simultaneously for the base offer and for alternative(s) for anyone or more parts of the services.  Likewise, templates for separate summary of Detailed Activity Schedules (with option from two formats) are provided where public bodies choose to allow submission of alternative bids.  
2.2
Template models 
Public bodies shall choose and customize the templates for bidders to respond to the invitation of bids as defined in the Bid Data Sheet’ and the Scope of Service and Performance Specifications.


1. Dayworks Schedule (in Mauritian Rupees only) (TO BE FILLED ONLINE)
	Serial No
	Service Requirements
	Quantity
	Rate 
	Amount for each item in Rupees excluding VAT

	Public Body
	Public Body
	Public Body
	Supplier
	

	1
	e.g. Labour rate for AC Technician
	Hr
	
	

	2
	
	
	
	

	3
	
	
	
	

	..n
	
	
	
	


2. Activity Schedule (in MUR only)
	Item No
	Service Description
	Unit of Measure
	Quantity 
	Rate

in MUR (excl. VAT)
	Amount for each item in Rupees (excluding VAT)

	Public Body
	Public Body
	Public Body
	Public body
	Supplier
	

	1
	E.g. Provision of facilities management and maintenance services for Moka Area Health centre for 12 months 
	months
	12
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	..n
	
	
	
	
	


Section IV. Scope of Service and Performance Specifications

(Describe Outputs and Performances, rather than Inputs, wherever possible)

Note: A sample Scope of Service and Performance Specifications is provided below for assistance and customisation. It is for a facility containing major equipment and assets, such as lifts, pumps, generators, CCTV system, fire-fighting systems, etc, and for which, specialised contractors are appointed either by the Service Provider or by the Employer but to be managed by a Facilities Management Service Provider.
These scopes are only for guidance. Public bodies are hereby allowed to amend, delete, replace part or the whole of the sample Scope according to their requirements.

INTRODUCTION
The ………………………………….[Public Body] intends to procure a Management and Maintenance Service Provider for providing management and maintenance services for the following facility:……………………………………………. over a period of ………………. years, renewable for another period of …………………years on same terms and conditions.
The scope shall include:

[Public Body to list the scope of works……………..]

A mandatory 2-week joint site inspection and asset verification period shall be conducted at the commencement of the contract to establish the baseline condition of the facility.
SECTION I: DESCRIPTION OF SERVICES

A.1 
The facility

[Public Body to give a description of the facility which will require management/maintenance services]

A.2 
The different M&E equipment and components of the facility

 [Public Body to give a description of all the M&E equipment and components which will require maintenance/facilities management services, e.g. generators, lifts, toilet blocks, water pumps, wastewater management system, CCTV system, electrical installations, plumbing installations, fire-fighting systems, pv systems, etc]

A.3 
The different civil components of the facility

[Public Body to give a description of all the facilities components and other civil components which will require management/maintenance services, e.g. walls, partitionings, openings, roof lifts, toilet blocks, water pumps, wastewater management system, CCTV system, electrical installations, plumbing installations, fire-fighting systems, etc. Public Body to provide all necessary drawings, details, plans to enable proper understanding of the facility]

B.1 
EQUIPMENT & SUPPLIER SCHEDULE
	Item
	Installation
	Make
	Model
	Supplier

	1.
	Medium Voltage
	
	
	

	2.
	
	
	
	

	3.
	Electrical
	
	
	

	4.
	
	
	
	

	5.
	
	
	
	

	6.
	
	
	
	

	7.
	
	
	
	

	8.
	
	
	
	

	9.
	Fire Alarm
	
	
	

	10.
	
	
	
	

	11.
	Building/facilities Management System
	
	
	

	12.
	
	
	
	

	13.
	Standby Generator
	
	
	

	14.
	Etc..
	
	
	

	
	
	
	
	


SAMPLE FORM [TO BE CUSTOMIZED BY RHE PUBLIC BODY]

C.1 
SCOPE OF SERVICES [Public Body to customise as appropriate]
C.1.1 
Description of services

The ………………[Public Body name] proposes to enlist the services of a Management/Maintenance Service Provider for the purpose of management and/or maintenance services of …………………………[insert name of facility] at ……………….[insert location]. The contract will be for an initial period of ……………[insert contract period]  renewable for a further period of ………….. subject to satisfactory performance and delivery of satisfactory services as appraised by the Employer and in accordance with the Conditions of Contract.
C.1.2
The main objectives of the Management and Maintenance Service Provider 
shall be: -
· To ensure optimal and efficient running of the facility;

· To ensure that regular and preventive maintenance is carried out;

· To ensure that minor repairs and maintenance are carried out by its internal team;

· To ensure the maximum comfort and security to occupants of the facility;

· To ensure that contractors of specialized services namely cleaning, security, pest control, fire alarm and firefighting and other Mechanical and Electrical equipment appointed by themselves or the Employer perform to satisfaction.

· To update changes in installations, drawings and asset register and to submit same to Employer in hard and soft copy regularly

· Public Body to add or delete as appropriate
C.1.3
The Management & Maintenance Services shall consist of but shall not be 
limited to: -
· Facilities/Property Management, Maintenance, Minor Repairs and Minor Installations:

· Facilities and Property Management,

· Facilities and Property Maintenance, Minor Repairs & Installations.

· General Services:

· Refuse Collection and Disposal, 

· Carting Away of Debris and Scrap Items.

· Management of parking facilities

· Specialised Technical Services:

· Supervision of Preventive Maintenance of all Technical Installations, Systems and Equipment carried out by appointed specialised contractors.

· Schedule of Daily/Weekly Operations:

· General Upkeep, Structural and Civil,

· Electrical Installations and Systems,

· Fire Alarm Systems and Fire Fighting Equipment,

· Cold Domestic Water Systems,

· Sewerage, Drains, Run-off Pipes, Sanitary Equipment and Roof Maintenance,

· Ventilation and Air-Conditioning Systems,

· Security Systems,

· Safety Escape Routes.

· Regular safety audits of common areas, ensuring all fire exits are unobstructed, and maintaining the 'Fire Certificate' validity

· Keeping of Records and Reporting:

· Asset Registers,

· Site Attendance Log Books,

· Intervention Log Books,

· Monthly Reports,

· Performance Reports,

· Emergency Evacuation / Fire Drill Reports,

· Power Cut /Black-Out Reports.

· Update as-made drawings

· Test sheets for electrical and allied services (lifts, protective devices, air conditioning installations and so on)

C.1.4
Working Hours
The Management and Maintenance Service Provider’s personnel shall assume duty as follows: -

	NORMAL WORKING HOURS

	DAYS
	TIME IN (hrs)
	TIME OUT (hrs)

	Weekdays (Mon to Fri)
	…..
	….….

	Saturday
	…..
	….…


Proper attendance register shall be kept and shall be made available to the Employer for inspection at any moment.

The Service Provider shall provide a 24-hour emergency contact number and ensure a response time of no more than [e.g., 2 hours] for critical failures outside normal working hours. (Facilities management often requires a 24/7 "On-Call")
C.2 
DETAILED DESCRIPTION OF SERVICES [to be customised by Public 
Body]
The Management and Maintenance Service Provider shall be required to offer the following services and/or making sure that the following services are delivered for the facilities as described in the following sub-sections.

C.2.1.
Property Management
This shall involve the control and management of the property and supervision of in-house staff involved in property management or any appointed Property Manager.
It shall also include monitoring and supervision of the service contractors and their detailed schedule in the upkeep of the property, subject however to the Employer’s overriding instructions.

The Management and Maintenance Service Provider shall ensure that:

· The vacant spaces are well maintained to the satisfaction of the Employer; 
· Any slot is returned to the landlord (Employer) in good condition by undertaking an ‘Etat de lieu’ whenever a tenant intends to vacate his slot, if applicable. 

· Lease conditions are enforced during the tenant-ship, if applicable;
· the premises/slots are shown to prospective tenants by leading site visits, if applicable;
· a communication procedure is established and liaison among landlord (Employer), tenants and contractors, if applicable;
· faults, queries and complaints received from tenants are attended within 2 hours of notification;

· Provision for the prevention against damage to facilities due to fire, cyclones and other natural calamities;
· pre-cyclone protocol (securing loose items, checking roof drains) and post-cyclone recovery (cleaning debris, damage assessment report within 24 hours of the warning being lifted
· Ensuring that the sites remain clean and tidy at all times through general upkeep of facilities;
· Reading of internal CEB and CWA meters for transmission to the Employer;
· All interventions submitted by a contractor be forwarded to the Employer on a quarterly basis

· Responsible for the planning and setting up of yearly emergency evacuation drills and/or fire drills. The management and maintenance contractor shall be fully involved in its organization including liaising with the different tenants of the facilities, if applicable, implementing all recommendations from the Fire Services, planning, organizing and coordinating with the tenants and the different authorities involved such as Police, Ambulance, Fire Services, Security team etc., looking upon the health and safety aspects during the exercise;
· Maintaining proper records of all works being done on site such as asset registers, log books, intervention sheets, O&M manuals among others shall be kept and made available to the Employer for inspection at any moment;
· Preparation and submission of monthly reports, fire drill reports, completion certificates, other reports as and when required as deemed fit by the Employer and the vetting of technical reports of contractors;
· Supervision of specialized contractors appointed by Employer and submission of performance reports on a quarterly basis;
· Abide by all health and safety legislation and provide guidelines to increase the safety and comfort of the occupants of the facilities.
· Managing parking facilities, movement of vehicles and allocation of parking bays to tenants and visitors
C.2.2. 
Property Maintenance
Property maintenance is to be catered for activities of Refurbishment, Improvement, and Development for continuous smooth operation of commercial activities.

The Management & Maintenance service provider’s duties in Property Maintenance, Repairs and Installations shall consist of:

· Helping the Employer define a strategy for planned facilities-refurbishment, improvement and development;

· Liaising with professionals engaged by the Employer;

· Forming part of the Employer’s team, if called to do so, with a view to ensuring that the product and service delivered is up to standards;

· Maintenance of the facilities in relation to the architectural wear and tear, maintaining and upgrading of the facilities’s infrastructure and reinforced concrete structure;
· Carrying out periodic inspection of architectural elements such as roofs, external claddings, facades, openings, doors, windows and related components;

· Carrying out daily/weekly inspections as a preventive method to ensure that all systems, installations, equipment are in good working conditions;
· Preparing scope of works, specifications and cost estimates inclusive of engineering designs & drawings for the uplifting, upgrading, repair and maintenance of the facilities in all respects including engineering services;

· Performing troubleshooting, minor repair works and installations related to facilities upkeep, structure, Mechanical & Electrical systems and installations and all other engineering aspects in common areas and in tenants’ premises as instructed by Employer. (The Employer shall reserve the right to reasonably determine the nature of any repair works and installations to be done as minor or major ones).
C.3. 
GENERAL SERVICES [To be customized by Public Body]
C.3.1 
Refuse Collection and Disposal (except cleaning services)
The Facilities Manager shall ensure that refuse bags and bins are used by all tenants and establish a clear, written policy for refuse collection.

Refuse must only be stored in properly sealed bags and must be disposed of daily by arrangement with the local authorities.

Accumulated "e-waste" - ensure specialized disposal of electronic waste and hazardous materials in accordance with the Environment Act.

C.3.2 
Carting Away of Debris and Scrap Items
The management and maintenance service provider shall be responsible for the carting away of debris and scrap items as well for their disposal away from site after approval is obtained or instructed by the Employer.

C.3.3 
Gardening Services 

Location of Intervention Areas:

- Car Park Entrance
- Open Parking Area

- Inner courtyard

-Outdoor courtyard

The duties of the Management and Maintenance Service Provider shall include, but not limited to the following:

-Check whether trees, grass, flowers are properly maintained and trimmed.

-Check yard markings conditions

-Check signage visibility and conditions
List of Interventions and Required Frequencies

	Description
	Frequencies

	Watering of Plants 
	Daily

	Cutting of Grass 
	Twice monthly

	Planting of New Trees supplied by Employer
	As and when required

	Cutting of Trees 
	As required

	Spraying fertilisers/insecticides 
	Weekly


C.3.4
Security Services (Supervision only)-Delete if not applicable

Security Services are required for the protection of common property against vandalism, theft, riots and preventive measures against damage to facility by fire, cyclones and other natural calamities. 

Generally, the Employer shall appoint its own security contractor. The Management and Maintenance Service Provider shall supervise the Security contractor’s services and shall be responsible for the Security contractor’s good performance of their duties in accordance with the contract between the security contractor and the Employer.

C.3.5 
Cleaning (Supervision only)-Delete if not applicable

Cleaning services are required for the cleaning of the facility, toilets, lifts, premises, kitchens, offices, open spaces, etc.

Generally cleaning services contractor are appointed by the Employer. The Management and Maintenance Provider shall supervise the cleaning services and ensure that the cleaning services is duly performed by the cleaning contractor appointed by the Employer in accordance with the contract between the cleaning services contractor and the Employer.
The Management and Maintenance Service Provider should ensure proper segregation of waste by the cleaning contractor, where applicable. 

C.3.6
Pest Control (Supervision only)-Delete if not applicable

Pest control is carried out at all service areas, common areas, flower boxes, toilets, lifts, lift-motor rooms and shaft, refuge areas, basements, dry risers, computer rooms, office areas, electric ducting throughout the facility, for the control of subterranean termite, rodents, cockroaches, common ants and centipedes, etc.

Generally, Pest control contractor are appointed by the Employer. The Management and Maintenance Service Provider shall supervise the pest control services and ensure that the pest control services are carried out in accordance with the contract between the Employer and the Pest control contractor.  

At places where the presence of pest control is required, which is outside the scope of the contract, such as pigeons and other birds becoming a nuisance and detrimental to the upkeep of the facility, the Management and Maintenance Service Provider should ensure that approved action be carried out by the Pest control contractor so as to reduce and eliminate such possibilities.
The Management and Maintenance Service Provider to carry out Monthly inspection of roof voids and ledges for bird nesting/guano, which may block rainwater gutters. 
C.3.7 
Management of parking facilities-Delete if not applicable 

The Management and Maintenance Service Provider should manage all parking facilities of the building with respect to movement of vehicles, allocation of parking bays, logs, reporting of incidents, protection against thefts, misuse of parking bays by internal/external parties.
Daily reporting of the management of parking facility to be carried out by the Service Provider, as required by the Client.
C.4 
SPECIALIZED TECHNICAL SERVICES 
C.4.1. 
Preventive Maintenance of All Technical Installations, Systems and 
Equipment
Generally, the Employer will have to appoint its specialized contractors for the maintenance of the electrical and mechanical systems, plumbing, fire alarm and fire-fighting systems, lifts, generators, CCTV systems, HVAC systems, as well as the contractors such as Cleaning, Security, Pest Control, Bird Control, etc. in the facilities.
However, the Management and Maintenance Service Provider shall supervise the specialised services and ensure that the services are duly performed by the specialised contractors appointed by the Employer in accordance with the contract between the Specialised contractor and the Employer.

The Facilities Manager shall be deemed to have visited the facility and to have fully studied the technical systems which are installed in the facility.

The Facilities Manager shall delegate his technical staff to accompany/supervise the technicians of the contractors whenever they are providing their services in the facilities and report any technical problem to the Employer. The Facilities Manager shall be required to submit quarterly performance reports to the Employer on the services provided by the contractors.

The facility is fitted with technical equipment, which will have to be maintained to the highest standard; to that effect only fully qualified and well-trained technicians and engineers must be employed to perform the maintenance activities.

The Facilities Manager shall have to employ specialists to make-up for whatever technical competence he does not possess within his own organisation. Should the Facilities Manager consider that any specialised contractor is not performing as required, he shall submit to the Employer a concise report of contractor’s poor performance. He shall ensure that the contractors employed by the Employer are providing their services in accordance with their scope of works/services.

C.4.2 
Schedule of Preventive Maintenance

The Facilities Manager shall make sure that the specialized contractors submit their schedules of preventive maintenance depending on the frequency of their interventions. The Facilities Manager shall vet same and work out on a detailed Program of Works after negotiating access with the Employer/tenants. The final Program of Works shall be mutually agreed by both the Facilities Manager and the respective contractor before submission to the Employer. 

C.4.3 
SCHEDULE OF DAILY / WEEKLY OPERATIONS & VERIFICATIONS
The duties of the Management and Maintenance Service Provider shall include, but not limited to the following:

a.
Logging of Data
The team will have to perform data logging systematically and at the frequency determined hereafter for the different services.

All observations and readings shall be properly recorded in the Schedule of Daily/Weekly Operation Log Books in the form of checklists by the qualified technicians, vetted by the technical officer-cum-supervisor and approved by the Facilities Manager. A copy of the log book for the current month’s operations shall be submitted in the monthly report.
b.
Minor Repair Works and Installations
Minor repair works and installations in common areas and Employer/tenants’ premises related to facilities upkeep, structure, Mechanical & Electrical systems and installations such as changing of bulbs & lamps and light fittings, replacement of door handles and locks, attending to a power point which is not working and to a leaking tap or toilet sink, small upgrades in electrical installations will have to be carried out by the  Management and Maintenance Service Provider daily operations team, straightaway as well as the greasing of shutters once every four months and other works as to be instructed by Employer. Intervention for repairs in other engineering aspects of the facilities shall also be performed by the Service Provider as per instructions received from the Employer. (The Employer reserves the right to determine reasonably the nature of any repair works and installations to be done as minor or major ones);
c.
Routine Checks
The Management and Maintenance Service Provider shall perform Daily/Weekly routine checks of installations and systems in both common areas and inside tenants’ premises to make sure that they are working smoothly. Any discrepancies shall be reported to landlord and tenants where required for remedial actions.

It is the duty of the Management and Maintenance Service Provider to report to the Employer any breakdown in structure and engineering technical equipment such as lifts, generators, HVAC etc. straightaway and propose remedial action.

The Management and Maintenance Service Provider shall also request the user to sign on an Intervention Sheet whenever any replacement or repair is being carried in the facilities. 
Copies of the Intervention Sheets shall be included in the Monthly Technical Report submitted to the Employer.
d.
Spare Parts
The Management & Maintenance Service Provider will have to identify spare parts needed.  These spare parts will be either procured by the Employer or by the Management & Maintenance Service Provider depending on a threshold value (threshold value to be determined by the Public Body).  All details pertaining request, receipt and use of the spare parts to be properly filled in the asset register. Damaged parts shall be returned to the Employer.
All observations and readings shall be properly recorded in the Schedule of Daily/Weekly Operation Log Books by the technician, vetted by the technical officer-cum-supervisor and approved by the facilities manager.

C.4.5 
Structural and Civil
For all Structural and Civil features of the facilities, the Management and Maintenance Service Provider will have to perform the following, where applicable, in common areas and tenants’ premises as to be instructed by Employer on a weekly basis: - 

· Check the general facilities structure for sign of deterioration, cracks, leaks;
· Check condition of false ceiling and replace damaged ones as and when required;
· Check condition of false partitioning c/w glazing & panels;
· Check conditioning of internal and external painting on walls and ceilings. Touch-up where required;
· Check condition of flooring c/w ceramic & laminated tiles and/or carpet;
· Check the proper functioning/condition of all the openings c/w doors, windows door hinges handles, knobs, soft closer & locks. Repair as and where required;
· Check for condition and proper fixation of sign boards.
· Check conditions of roof, presence of external bodies, debris, dirt or ponds
· Check general conditions of gutters
· Check floor and slab conditions for cracks, spallings
· Check door locks, door handles, general conditions
· Check staircase and handrail conditions 

· Check burglar proofing

· Check waterproofing

· Check wastewater leakages and general conditions of sewerage system
· Check general conditions of septic tanks, internal drains, manholes

· Check general conditions of metal structure such as poles, trusses, roof sheets, etc.
· Check general conditions of Columns and beams for cracks, rendering etc.
· Check ceilings for cracks, spallings etc

· Check general condition of boundary wall or fencing 

· Check general condition of gate, and locks

· Check general condition of tarmac

· Check and clear all flat roof rain-water outlets (RWOs) and scuppers to prevent ponding and structural overloading.

· Inspect basement sumps and drainage gratings to ensure they are free of silt and debris to prevent flooding.

· Check condition of sealants and gaskets on external glass facades to prevent water ingress during torrential rain.

· Inspect external wall cladding/tiles for signs of loosening or detachment to prevent safety hazards to pedestrians below.

· Check that all fire-rated doors and smoke seals are intact and that doors close fully/automatically.

· Check condition and stability of handrails and anti-slip nosing on ramps and stairs.

· Check for signs of subterranean termite activity (mud trails) on timber door frames, skirting boards, and within service ducts
C.4.6
Electricity Installations and Systems
The duties of the Management and Maintenance Service Provider shall include, but not limited to the following:

(1) Daily Schedule for Main Low Voltage Panels, TX room, MV Panel and CEB 
Meters
· Check physical condition of the MLVP c/w Protective switchgears, displays and other accessories;

· Record Line-Line voltages L1-L2: ………,      L1-L3: ………..,    L2-L3………;

· Record phase voltages L1-N: ………., L2-N: ……,   L3-N: ……..;
· Record Amperage L1: ………,   L2: ……., L3:…..;
· Record Total Amperage: ……;
· Check for cleanliness of MLVP room, MV Panel Room, Transformer Room and CEB Meter Room and whether they are cleared from debris and obstruction. To cart away debris as and when required;
· Check condition and whether the automatic transfer switch on the MLVP is in AUTO position;
· Check physical and good working condition of the Power Factor Corrector panel.
(2) 
Daily Schedule for Generator Set

· Check physical condition of the generator set and all its auxiliaries;
· Check whether the automatic changeover of the generator is in AUTO mode; 
· Check presence of oil, water and diesel leakages on generator set;
· Check level of diesel from level display indicator if any;
· Check physical condition of batteries and their connections; 
· Check condition of diesel bulk tank and check for presence of leakage;
· Make sure that the generator room remains tidy and are cleared from debris and obstruction. To cart away debris as and when required.
(3) 
Weekly Schedule for Generator Set, Distribution Boards, Lightings, Sockets and 
Wires

For the Generator Set, perform the following: -
· On-load and off-load tests as and when required and check good operation of its extractor fan
Preferably on Saturdays.
For all CEB main electricity meters, perform the following: -
· Check condition of electricity meters on a weekly basis and take readings of all meters on a monthly basis;

· Illustrates through graphical representations the electricity consumption of the whole facilities and at tenants’ level on a monthly basis.
For all distribution boards and sub-distribution boards, perform the following in common areas and tenants’ premises: -
· Check if all DBs and sub DBs are locked, in good condition and are labelled with safety electrical signage and engraved tag numbers;
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· Check if all DBs and Sub DBs are fitted with updated schematics;  
· Check whether all switchgears are protected with plastron and/or Perspex;
· Make sure that all technical rooms c/w DBs and Sub-DBs remain tidy and are cleared from debris. To cart away debris where required.
For Power, Telephone and Data sockets and cables, perform the following in common areas and tenants’ premises: -
· Check the proper functioning/condition of all sockets. Replace defective ones as instructed by Employer;
· Check if there is any electrical wire or wrong/overloaded socket connection that can cause hazard (or any other electrical hazard).
For lightings fittings c/w switches and bulbs & tubes, perform the following in common areas and tenants’ premises: -
· Check physically the conditions of the lighting fittings c/w switches and replace/repair defective ones as instructed by Employer;

· Check for correct fixation on concrete of false ceiling and provide for same as and when required;

· Check whether there is enough luminance and add for more lightings as and when required;

· Check for burnt lamps and fluorescent tubes and replace defective ones as instructed by Employer.

· Ensure any modifications made to circuits during repairs are marked in red on the 'As-Built' drawings kept in the DB rooms.
C.4.7 
Fire Alarm and Fire-fighting Systems

The duties of the Management and Maintenance Service Provider shall include, but not limited to the following:

(1) 
Daily Schedule for Fire Alarm 

· Check whether all fire alarm panels are clear from faults and clear where applicable;

· Check & record log books of recent alarms and action taken to report the faults;

· Check status of recent alarms in memory log of panels where applicable;

· Make sure that for all fire alarm panels doors are always closed and locked where applicable;
(2) 
Weekly Schedule for Fire Alarm (Common Areas & Tenants’ Premises)

· Check physical condition of smoke and heat detectors where applicable; 
· Check physical condition of Manual Call Points. To reset devices where required;
· Check physical condition of sounders and/or sirens.
(3) 
Weekly Schedule for Fire Fighting Systems (Common Areas & Tenants’ 
Premises)

· Check for presence and condition of fire extinguishers as per location list;
· Check for presence of tags/labels, and expiry dates on all fire extinguishers; 
· Make sure that fire extinguishers are located in an appropriate distance from each other;

· Check for presence and condition of fire hose reels as well as water leakages if any;
· Check presence and condition of hydrant canvas hoses and landing valves;
· Check condition of breaching inlet and whether it is free from obstruction; 
· Check for water leakages in all plumbing fittings of the firefighting piping network;
· Check for good operation of fire-fighting pumps c/w control panels and piping systems;
· Check cleanliness of fire-fighting pump room. Cart away debris if any;
· Check for condition of sprinkler system in basements.

C.4.7 
Cold Domestic Water System 

The duties of the Management and Maintenance Service Provider shall include, but not limited to the following:

For the distribution of potable water throughout the facilitiess, perform the following on a weekly basis: -

· Check physical condition and water leakages in all potable water distribution pipes and plumbing fittings c/w PRV, Isolating Valves in risers of common areas and in tenants’ premises; Repair/Replace as and when required;
· Check physical condition and water leakages in Kitchenettes c/w lavabos, sinks, taps. Repair/Replace as and when required;
· Check physical conditions and water leakage in toilets c/w flush mechanism, lavabos and soap dispensers. Repair/Replace as and when required;
· Check for water level in roof and ground water tanks where applicable and good operation of level switches; 
· Clean all water tanks twice a year and liaise with the engineering unit of the Ministry of health to collect water samples for testing;

· Check for good operation of domestic water pumps, control panels and piping system;

· Take readings of CWA water meter; 

· Preparation of graphs of all monthly consumption

· Check and ensure all water tank covers/manholes are hermetically sealed and insect-proof (to prevent mosquito breeding and lizard/bird entry.

· Check for leaks and scale buildup on all solar panels or solar collector panels and ensure the auxiliary electric heater (if any) is functioning safely

C.4.8 
Sewerage, Drains, Run-off Pipes, Sanitary Equipment, Roof Maintenance
The Management and Maintenance Service Provider shall check on a weekly basis the waterproofing, discharge pipes, sewerage drains, run-off pipes, sanitary equipment, roof waterproofing to ensure the smooth flow of waste water and rain water as well as the functioning of the sanitary equipment and rain pipes.

C.4.9 
Ventilation and Air Conditioning Systems
The duties of the Management and Maintenance Service Provider shall include, but not limited to the following:

For the Ventilation and Air-Conditioning Systems, perform the following on a weekly basis: -
· Check for good operation of chiller plants, pumps, control panels and their BMS system;

· Check for good operation of all Air Handling Units, Variable Refrigerant Flow (VRF) and Split-Type air-conditioning systems in common areas and tenants’ premises;

· Check for physical condition of the indoor and outdoor units;

· Check for good operation of all in-line fresh air fans & toilet extractor fans in common areas and tenants’ premises;

· Check for good operation of smoke extractor fan in basement parking;

· Provide for proper labelling of indoor and outdoor units and keep record of tagging;

· Check for water leakage in indoor units.

C.4.10 Passenger Lifts

The duties of the Management and Maintenance Service Provider shall include, but not limited to the following:

For the Passenger Lifts at the facilitiess, perform the following on a daily basis: -
· Check the physical condition of the lift and if it is in operation;
· Check if the door opens & close with the right delay and the door sensors are working properly.

· Check the proper functioning/condition of all the LED displays showing floor level indications inside and outside the car of the lift;

· Check physical condition of push buttons and emergency switch;

· Check if there is any abnormal noise or vibration;

· Check the cleanliness of the lift and if there is any debris in the door track;

· Check for proper ventilation inside the car of the lift;

· Check the condition of mirrors and hand rails;

· Check the proper functioning of the intercom in lifts and at Security Post. 
C.4.11 
Security and Control Access Systems
 The management and maintenance shall perform the following on a daily basis: -
· Check whether all CCTV cameras are working properly with IR illumination on;

· Check whether the NVR is recording and storing videos correctly;

· Check whether UPS protecting the devices are working properly.

C.4.12
Safety Escape Routes
The facility is/is not equipped with the following systems which aim at keeping the escape-routes free from smoke and fitted with emergency lights:

i. Fire-doors;

ii. fire-dampers in air-conditioning ducts;

iii. Emergency lights;

iv. Escape routes signage.

The duties of the Management and Maintenance Service Provider shall include, but not limited to the following:

The Facilities Manager shall ensure that all these systems are maintained very carefully and shall perform the following: -
· Make sure that all escape routes are free from obstruction. To remove all debris if any;

· Check the physical condition of the emergency escape doors;

· Check whether all the emergency lights are operational; 

· Check whether all escape route signage are present and in correct position showing the direction to be taken in case of emergency evacuation;

· Check whether all evacuation plans and assembly points are affixed on walls of each tenant and are updated as and when required;

· Check whether all smoke extractor are in good working condition.

D. 
SUPERVISED SERVICES
The …………….[Public Body] has appointed its specialized contractors for the quarterly maintenance of the Civil, Mechanical and Electrical installations and equipment and the services listed below:

i. Split-Type Air Conditioning Units;

ii. Chiller systems and Air Handling Units;

iii. Fire Alarm & Fire-Fighting systems and equipment;

iv. Motors, Pumps and Plumbing;

v. Electrical Installations and Systems (Distribution Boards, PF correctors, LV Panels);

vi. Standby Generator Sets;

vii. Lifts;

viii. Security services;

ix. Cleaning Services;

x. Hygiene Services;

xi. Pest Control Services;

xii. Bird Control Services;

xiii. Public Body to amend as required

Whether the Management and Maintenance Service Provider has appointed the above contractors or they have been appointed by the Employer or its representatives, it is the Management and Maintenance Service Provider’s responsibility to monitor the works of the above contractors in accordance with the contracts between the parties and submit a report to the Employer regarding the services provided by them.
E. 
KEEPING OF RECORDS AND REPORTING
The Management and Maintenance Service Provider shall keep proper records of all works done by his team and its contractors or those contractors appointed by the Employer, records of all assets in the facility and provide the following reports for the facility regularly and as and when required: -
i. Asset Registers;

ii. Site Attendance Log Books;

iii. Intervention Log Books;

iv. Monthly Reports;

v. Performance Reports;

vi. Emergency Evacuation / Fire Drill Reports;

vii. Power Cut /Black Out Reports;

viii. Updated Technical Drawings

Other reports shall also be provided as requested by Employer as and when required.
E.1.
Asset Registers
The management and maintenance Service Provider shall keep an Asset Register for each facility in his office(s) on site. The asset registers shall be kept and updated from time to time to list all existing equipment as well as newly installed equipment with their status. The assets consist of all Mechanical &Electrical equipment, Civil structure, etc. The register shall be classified within sections for each family of equipment. 

	SECTION 1 – ELECTRICAL INSTALLATIONS AND SYSTEMS

	SECTION 1 a - Distribution Boards (Main & Sub)

	SN
	Unique Tag /Label
	Locations
	Date Commissioned

On site
	Warranty Period
	Replacement Date (if any)
	Date Decommissioned from site
	Remarks



	1
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	

	etc
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	SECTION 1 b – Generator Sets  

	SN
	Unique Tag /Label
	Locations
	Date Commissioned
	Warranty Period
	Replacement Date (if any)
	Date Decommissioned from site
	Remarks



	1
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	

	etc
	
	
	
	
	
	
	


	SECTION 2 – HVAC SYSTEMS

	SECTION 2 a – Split Type Air Conditioning

	SN
	Unique Tag/Label
	Serial No.
	Capacity
	Type of Mount
	Refrigerant 
	Locations
	Date Commissioned

On site
	Warranty Period
	Date 

Decommissioned

From site
	Replacement Date (if any)
	Remarks



	1
	
	
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	
	
	

	etc
	
	
	
	
	
	
	
	
	
	
	

	SECTION 2 b – AHU

	SN
	Unique Tag/Label
	Serial No.
	Capacity
	Type
	Refrigerant 
	Locations
	Date Commissioned
	Warranty Period
	Date 

Decommissioned
	Replacement Date (if any)
	Remarks



	1
	
	
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	
	
	

	etc
	
	
	
	
	
	
	
	
	
	
	


E.2.
Site Attendance Log Books

The management and maintenance Service Provider shall keep a Site Attendance Log Book at each facility at either its office or at the security posts. These log books are being provided for all contractors attending the facilities’ premises for surveys, emergency interventions, maintenance, implementing new projects, etc. The format shall be as follows: -
	SN
	NAMES
	POSITION
	ORGANISATION
	TIME IN
	FAULT REPORTED BY
	REASONS FOR INTERVENTION
	ACTION TAKEN
	TIME OUT

	1
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	

	etc
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


E3.
Intervention Log Books
The Management and Maintenance Service Provider shall keep an Intervention Log Book for the facilities in his office on site. This Log Book shall list all existing equipment page-wise and record any checks, parts replacement, repairs, intervention, troubleshooting or maintenance done by the contractors and/or the contractor’s team. It shall also be classified within sections for each family of equipment. One maintenance card shall have to be established and kept for each equipment which figures on the Assets register. Each intervention on any equipment shall be noted and signed by the facilities Manager.

The format shall be as follows:

	SECTION 1 – HVAC SYSTEMS

	SECTION 1 a – Split Type Air Conditioning

	SN
	Unique Tag/Label
	Serial No.
	Capacity
	Type of Mount
	Refrigerant 
	Locations
	Survey Effected Incl. of Emergency Call-Outs & Date
	Maintenance Effected & Date
	Repairs / Replacement (incl. of Spare Parts Effected & Date
	Remarks



	1
	
	
	
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	
	
	
	


E.4
Monthly Reports
The Management and Maintenance Service Provider shall prepare and submit detailed monthly reports to the Employer. The reports shall be submitted at least 1 week before the monthly coordination meeting which is normally scheduled for the mid of each month.  (E.g. For services to be offered by the Service Provider for month of Jan 20XX, coordination meeting for that month shall be effected around mid of Feb 20XX. Therefore, monthly report for Jan 20XX shall be submitted at least week before the meeting which will be around the 1st week of Feb 20XX). The report shall consist of issues from previous month. 

The monthly report shall compulsorily have the following formatting and shall cover different sections as described below: -

i. Cover Page – Specifying the description of the services provided, locations, period of report & date submitted;

ii. Table of Contents – To list the different sections and sub-sections; 
iii. Page Numbering – To provide for correct page numbering (pg 1, 2, …. etc.);

iv. Section A: Executive Summary – Giving a brief description of major events, issues and works occurring throughout the month coming to an end;

v. Section B: List of tenants – Give list of tenants per floor;

vi. Section C: Services provided by Management & Maintenance Service Provider* – Give description of all works carried out by them with checklists of daily/weekly operations submitted and checklists of supervision of contractors, etc.;

vii. Section D: Services provided by Specialized Contractors** – Give description of all works carried out by the contractors, comments by management & maintenance team on nature, progress and effectiveness of works done by contractors and providing relevant copies of intervention sheets, etc.;

viii. Section E: CWA and CEB readings with graphs – Providing tables and charts showing current consumption of energy (main and by tenants) and showing graphs of data of at least past 6 months;

ix. Section F: Summary table - Provide status of quotations submitted by contractors, pending quotations and works under progress;

x. Section G: Ongoing Projects – A section on projects (whether new projects or major renovation projects) which are being implemented by providing status of progress, issues, recommendations, etc.;

xi. Section H: Recommendations – Provide recommendations about how to improve maintenance, general upkeep of facilitiess, remedial actions;

xii. Annex A – Stock Inventory of Consumables – provide status of consumables and their quantities by keeping a minimum re – ordering parts.

xiii. Annex B – Work Site Reports & Intervention Sheets – To provide clear copies of these documents for their team and for specialized contractors;

xiv. Annex C – Attendance Sheets - Provide clear copies of attendance sheets of management and maintenance team properly filled with time in and time out;

Any other sections can be proposed by the Employer and management and maintenance Service Provider which shall be mutually agreed to.
*A summary of the list of services provided by the management and maintenance Service Provider are as follows but not limited to: -
· Toilets and Sanitary Wares;

· Water Tanks;

· Sewage & Drain Pipes;

· Water Supply System;

· Emergency Escape Route (Staircases & Lightings);

· Lightning Protection;

· Garbage Area;

· Parking;

· Piazza & Inner Court;

· General Facilities Maintenance;

· General Facilities Upkeep;

· Public Body to add/delete as applicable
**A summary of the list of services provided by the specialized contractors are as follows but not limited to: -
· Chillers;

· Air-Conditioning System;

· Lift;

· Fire Alarm;

· Fire Fighting;

· Electrical System;

· Generator;

· Pumps & Motors incl. Ventilation and Extraction system;

· Security Services;

· Cleaning Services;

· Pest Control;

· Bird Control;

· Hygiene Services;

· Gardening/Landscaping;

· Closed Circuit Television System (CCTV);

· Uninterruptible Power Supply (UPS);

· Telecommunication System.

· Public Body to add/delete as applicable
E.5. 
Performance Reports
The Management and Maintenance Service Provider shall provide a performance report for each of the specialized contractors on a quarterly basis and as and when requested to do so by the landlord. The content of the report shall be as follows: -

i. Full details about the contractors;

ii. List of duties of contractors and their ratings. (The ratings shall be based on quality, effectiveness and timely manner);
iii. Issues with contractors with description;

iv. Recommendations and actions to be taken (Penalties to be applied, payment to be deducted, cancellation of contract, etc.).
E.6.
Emergency Situations/Thefts/Evacuation / Fire Drill Reports

The Management and Maintenance Service Provider shall, within 1 month from signature of contract, define and draft standard protocols for managing fire outbreak, thefts, flood, cyclonic conditions, riot, or other force majeure such as ………………………………………….. and shall apply same in these situations, following approval of the Employer.
The management and maintenance Service Provider shall provide an Emergency Evacuation/Fire Drill report within two weeks after conduction of the said drill. The content of the report shall be as follows: -

i. Cover Page with picture, description & date of drill;

ii. Table of content;

iii. Page Numbering;

iv. Description of drill with pictures;

v. Issues cropped up during drill;

vi. Recommendations;

vii. Conclusion.

E.7
Power Cut / Black Out Reports
The Management and Maintenance Service Provider shall provide a concise report on partial power cut and black out within two weeks after occurrence. The content of the report shall be as follows: -
i. Cover Page with description & date;

ii. Table of content;

iii. Page Numbering;

iv. Description of Sequence of Events before and after power cut with causes of fault

v. Actions taken to restore power;

vi. Downtime and how it affects tenants and facilitiess;

vii. Recommendations;

viii. Conclusion.

SPECIAL NOTE:

The attention of the Management and Maintenance Service Provider is drawn to the fact that the cost of any documents/reports submitted to the Employer should have already been included in the bid quoted.

F.
RETURNING OF SITE TO EMPLOYER ON TERMINATION OF 
CONTRACT

The Management and Maintenance Service Provider shall vacate the premises of the Employer not later that the effective date after termination of its contract. The Employer shall instruct the Service Provider to do proper handing over to the Employer and to the new appointed Management and Maintenance Service Provider. The following procedure and documents shall be handed over and/or returned to the new Service Provider and/or Employer respectively as follows: -
1. A handing over certificate shall be prepared by the Facilities Manager listing all the documents & records, equipment, tools, keys, and other assets of the Employer, etc to be handed over to the new Service Provider and/or Employer;

2. The existing Facilities Manager shall be responsible to show around the new Service Provider the surroundings of the site including yard, basement parking, all technical rooms, all access, roofs, stores, etc;

3. The existing Facilities Manager shall show the new Facilities Manager and his team all tenants’ premises including all equipment installed by the Employer;

4. The existing Facilities Manager shall be hand over all main keys and duplicate keys in his possession to the new Facilities Manager and/or Employer;

5. The existing Facilities Manager shall show to the new Manager all stock of consumables and spare parts purchased by the Employer and where they are stocked;

6. The existing Facilities Manager shall provide all contact details and relevant information of all the stakeholders dealing with the facilities and the Employer such as all specialized contractors, tenants, local authorities, etc. so as to maintain the already established communication protocol among them;

7. The existing Facilities Manager shall hand over the following documents to the new Facilities Manager and/or the Employer: -
i. Asset Registers; (Latest Update included)

ii. Site Attendance Log Books;

iii. Intervention Log Books;

iv. Operation & Maintenance Manuals and Technical Manuals of all equipment, installations and systems on site;

v. All records of intervention sheets;

vi. All previous technical reports submitted by specialized contractors;

vii. An updated list of all pending works & issues and works which are in progress.

8. Any other documents and procedure to be followed as instructed by the Employer in due time.

SECTION II: SCHEDULE OF PAYMENTS

G. 
PAYMENTS
G.1
The Employer shall effect payments to the Management and Maintenance Service Provider on a monthly basis according to the bid prices (less any accrued penalties in force during the month) subject to the delivery of satisfactory services and submission of a well-structured monthly report by the Service Provider in accordance with the format provided at paragraph E.4 of the Scope of Service and Performance Specifications.  
G.2
All recoverable payment for spare parts, which shall be claimed by the Facilities Manager from the Employer, shall be substantiated by vouchers and receipts and shall have obtained prior approval from the Employer’s representative.  
G.3
The Employer may provide as and when required a predetermined amount as petty cash to the Facilities Manager for small purchases.

H. 
PENALTIES
If in consequence of any breach, negligent act or omission of the Management and Maintenance Service Provider in delivering of the services, it will be necessary to incur additional expenses to remedy the situation, then the Facilities Manager shall be held responsible for the consequences of the errors and omissions on his part or on the part of his employees in the execution of the contract.  The Employer shall DEDUCT the additional expenses from the monthly fee payable to the Service Provider. 

However, penalty shall apply as per table given below and the amount shall be deducted at the end of month during which the occurrence(s) took place:

Table on penalties to be applied
	Description
	Penalty to be applied

	Failure to record/update necessary entries in attendance books, asset registers, or intervention log books for more than 4 times per month
	Rs ….

	Advance dating in attendance books, asset registers, or intervention log books
	Rs…. per occurrence

	Missing or unavailability of attendance books, asset registers, site attendance log books or intervention books for a period of more than 2 consecutive days
	Rs …..

	Failure to submit the monthly report
	Rs …….. per occurrence

	Failure to submit the monthly report as per format requested by Employer
	Rs ……. per occurrence



	Failure to submit reports on major fault, equipment breakdown, services interruption or damage or any other reports as requested by landlord within maximum of 2 weeks
	Rs …… for 1st occurrence and Rs ……. for each successive occurrence thereafter

	Absence of Facilities Manager for more than 3 consecutive days and no provision for proper replacement
	Rs ……. for the 4th consecutive day + Rs ……. for each additional day

	Failure of Facilities Manager to assume any of his duties as listed in his scheme of duties for more than 2 times per month
	Rs ………

	Absence of Technical Officer-cum-Supervisor for more than 3 consecutive days and no provision for proper replacement
	Rs … for the 4th consecutive day + Rs …… for each additional day

	Failure of Technical Officer-cum-Supervisor to assume any of his duties as listed in his scheme of duties for more than 2 times per month
	Rs ……

	Failure of Engineer to report on an urgent fault within 6hrs as determined by the Employer
	Rs …….. per occurrence

	Failure of Engineer to report on a non-urgent fault in 24hrs as determined by the Employer
	Rs ….. per occurrence

	Failure of Engineer to assume any of his duties as listed in his scheme of duties for more than 2 times per month
	Rs ………

	Failure of Health & Safety officer to do routine checks on a quarterly basis and providing report
	Rs ……. per occurrence

	Failure of Health & Safety officer to assume any of his other duties as listed in his scheme of duties
	Rs ……. per occurrence

	Absence of any of the support staff for more than 3 consecutive days and no provision for proper replacement
	Rs …. for each person for the 4th consecutive day + Rs …… for each additional day

	Rate of absence of 50% or more of support personnel on any day
	Rs …… per occurrence 

	Rate of absence of 50% or more of key personnel on any monthly coordination meeting
	Rs ……0 per occurrence 

	Rate of absence of 50% or more of key personnel during 3 consecutive coordination meetings
	Rs …..

	Lateness and/or leaving workplace before normal working hours during working days of any key personnel for 5 times or more per month.
	Rs ….. for the 5th day + Rs ….. for each additional day per personnel

	Lateness and/or leaving workplace before normal hours during working days of any support personnel for 5 times or more per month.
	Rs …….. for the 5th day + Rs ……… for each additional day per personnel

	Penalty for lack of performance such as failure to correct any defect within the notice specified by the Employer 
	Rs …………….

	Public Body to amend/add other performance penalties as required
	


I. 
OVERTIME

No claim shall be entertained for any overtime work carried out in the facilities services as described in the Scope of Services.

However, for reasons not attributable to the Service Provider, overtime payment may be claimed by the Service Provider for attendance after normal working hours.  The following overtime rates shall apply: -
	Days
	Rates (Rs) per hour for 1 person 

(Excl. VAT)

	Weekdays 
	…

	Saturdays 
	…

	Sundays and Public Holidays 
	…


Same shall be paid upon submission of the overtime sheets duly countersigned by representatives of tenants of the facilities and after verification and certification by the technical representative of the Employer.

SECTION III: KEY AND SUPPORT PERSONNEL

A team comprising the following key and support personnel is required to be posted at the facility during normal working hours (from …am to …pm). This team shall provide on-call and stand-by services during cyclones, natural calamity and whenever required after normal working hours. 

1. 
KEY PERSONNEL
The bidder shall provide the following Key Personnel: -
1. One Facilities Manager on a full-time basis;

2. One Registered Professional Engineer on a part-time basis;

3. One Technical Officer-cum-Supervisor on a full-time basis;

4. One Registered Health and Safety Officer on a part-time basis.

5. Any other necessary Key Personnel-Public Body to amend as necessary
J.2. 
SUPPORT PERSONNEL (PUBLIC BODY TO AMEND AS NECESSARY)
In addition to Key Personnel as listed out in Para C.1, the bidder shall also provide on a full-time basis the following supporting staff:

1. One Electrical Technician;

2. One Mechanical Technician;

3. One Civil Engineering Technician;

4. One Plumber;

5. One Handyperson (To be deployed as carpenter, painter, messenger, helper and for any other works as deemed fit by the Employer).

6. any other necessary Key Personnel- Public Body to amend as necessary
K.1. 
PROFILE OF KEY PERSONNEL (PUBLIC BODY TO CUSTOMISE) 
K.1.1. 
Facilities Manager (ACCORDING TO ITB Sub-clause 6.5 (c))
K.1.2.  Registered Professional Engineer (ACCORDING TO ITB Sub-clause 6.5 (c))
K.1.3. Technical Officer-cum-Supervisor (ACCORDING TO ITB Sub-clause 6.5 (c))
K.1.4.
Registered Health and Safety Officer (ACCORDING TO ITB Sub-clause 6.5 (c))
L.1 
PROFILE OF SUPPORT PERSONNEL (NOT TO BE EVALUATED DURING BID EVALUATION-PUBLIC BODY TO AMEND AS NECESSARY)
L.1.2.
Electrical Technician
The Electrical Technician should possess: -
· A Technician Certificate (Minimum NTC 2 / NC4 or any other equivalent qualification) in an electrical field from a recognized institution acceptable to the Ministry and duly recognized by the MQA; (Certificate of Attendance will not be considered);
·  At least two years proven experience in their relevant field of competence and in a similar position.
L.1.3.
Mechanical Technician
The Mechanical Technician should possess: -
· A Technician Certificate (Minimum NTC 2 / NC4 or any other equivalent qualification) in a mechanical field from a recognized institution acceptable to the Ministry and duly recognized by the MQA; (Certificate of Attendance will not be considered);
· At least two years proven experience in their relevant field of competence and in a similar position.

L.1.4 
Civil Engineering Technician
The Civil Engineering Technician should possess: -
· A Technician Certificate (Minimum NTC 3 / NC3 or any other equivalent qualification) in Civil/Structural Engineering from a recognized institution acceptable to the Ministry and duly recognized by the MQA; (Certificate of Attendance will not be considered);
·  At least two years proven experience in their relevant field of competence and in a similar position.

L.1.5.
Plumber
The Plumber should possess: -

· A Certificate level in (Minimum NTC 3 / NC3 or any other equivalent qualification) in Plumbing from a recognized institution acceptable to the Ministry and duly recognized by the MQA; (Certificate of Attendance will not be considered);
· At least two years proven experience in their relevant field of competence and in a similar position.

L.1.6. 
Handyperson
The Handyperson should possess: -
· At least two years proven experience in a similar position.

M.1 
SCHEME OF DUTIES OF KEY AND SUPPORT PERSONNEL (PUBLIC 
BODY TO AMEND AS NECESSARY)
M.1.1. 
A Full-time Facilities Manager
The role of the Facilities Manager shall be as follows but not limited to: -
1) Accountable to official representative(s) of the Employer and remain at the disposal of the Employer for the scope of services and performance specifications as stipulated in this contract;
2) Responsible for the smooth execution of all requirements, obligations and clauses of the contract and assume comprehensive professional accountability and liability for the services stipulated under this contract;

3) Responsible for all assets of the facilities and making sure they are always operational;

4) Responsible for taking reasonable steps to ensure that the facilities for the occupants/visitors of the facilities is safe at all times.

5) Responsible for all key personnel and support personnel working under his authority, appointment of staff and services contractors where applicable, supervising their works, payment of their wages, etc.

6) Liaise with the part-time registered Engineer and Health and Safety Officer and give them instructions, where required;

7) Be the liaising officer between the Employer, tenants, contractors and other stakeholders with regards to the facility;

8) Reporting on and attending to Employer’s queries & complaints, attending faults and repairs and acting upon instructions received by representatives of Employer;
9) Assisting Employer representatives and contractors during site visits and surveys on sites;

10) Responsible for the enforcement of quarterly planning of specialized maintenance contractors and negotiating access with Employer;  

11)  To ensure that contractors of specialized services such as cleaning, security, pest control, fire alarm and fire-fighting, CCTV and other Mechanical and Electrical installations/systems appointed by the Employer/Facilities Management and Maintenance Service Provider perform to satisfaction;

12)  Maintaining proper records of all works being done on site;

13)  Seeking quotations from suppliers, contractors and manufacturers as and when required and submitting them to the Employer;

14)  Prepare scope of works and cost estimates or vet of as prepared by his technical team before submission to Employer;

15)  Responsible for the planning and setting up of yearly emergency evacuation drills and/or fire drills;

16)  Attend monthly coordination meetings and other technical meetings as and when required as decided by the Employer;

17)  Submission of monthly reports, performance reports for contractors, fire drill reports, completion certificates, other reports as and when required as deemed fit by the Employer and the vetting of technical reports of contractors;

18)  Recommendation or advice on upgrading or uplifting any aspect of the facilities/facility;

19)  Property management i.e. inspection of the premises after vacation of premises by a tenant;

20)  Ensuring that the sites remain clean and tidy at all times through general upkeep of facilitiess, carting away of scrap materials and debris, etc.;

21)  Showing the premises to prospective tenants;

22)  Be on call on a 24-hour basis and shall report on sites during emergency situations and as requested by the representatives of the Employer;

23) Manage emergency situations and apply defined protocols, as approved by the Employer;

24) Liaise with Insurance companies, Police, Fire Department and other relevant stakeholders with respect to any incident in the facility/building premises
25)  Any other related duties and as per instructions of officials of the Employer; 

M.1.2. 

A part-time Registered Professional Engineer
The role of the Registered Professional Engineer shall be as follows but not limited to: -

1) Accountable to the Facilities/Facility Manager and shall report to him. However, representatives of the Employer, especially its Engineers/Project Managers shall have the right to give him instructions/seek his advice on any matter pertaining to the management and maintenance of the facilitiess; 
2) Responsible for all the engineering aspects of the facilities;

3) Assist the Facilities Manager, the maintenance team technicians and the representatives of the Employer on engineering issues;

4) Supervise complex work done by the Facilities Management and Maintenance Service Provider or any specialized Service Providers and perform testing & commissioning as and when requested by Employer;

5) Report on site within a reasonable period of time in case of any problem occurring in the facilities related to engineering. For urgent fault, he shall respond within 6 hours while for non-urgent fault, he shall respond within 24hrs;

6) Provide recommendations as deemed necessary to all engineering installations and systems on sites for upgrades, betterment and preventive maintenance;

7) Assist the Engineers of the Employer in carrying surveys, preparation of technical reports, scope of works, estimates and any other engineering works that may necessitate his help;

8) Preparation of scope of works and cost estimates as and when required;

9) Attend monthly coordination meetings and other technical meetings as and when required as decided by the Employer;

10) Vetting of technical reports of the management and maintenance team before submission to the Employer.

M.1.3.
A full-time Technical Officer-cum-Supervisor
The role of the Technical Officer-cum-Supervisor shall be as follows but not limited to: -

1) Accountable to the Facilities Manager and shall report to him. However, representatives of the Employer, especially its Engineers, shall have the right to give him instructions on any matter pertaining to the management and maintenance of the facilitiess; 
2) Responsible for the management of the small team of technicians and other support staff working for the Facilities Management and Maintenance Service Provider. He shall give instructions to the Service Provider’s technical team on all works, supervise their work, make sure that it is done according to standards, make proper risk assessment before proceeding with any work and provide for the safety of his subordinates;

3) Carry out daily check and inspection of the facility for repairs, civil works, mechanical or electrical works, housekeeping, landscaping works, etc and report to the Facilities Manager for necessary action required.
4) Responsible for the supervision of all works done by specialized contractors such as cleaning, security, pest control, fire alarm and fire-fighting, CCTV and other Mechanical and Electrical installations/systems appointed by the Employer/Facilities Management and Maintenance Service Provider and making sure that they perform to satisfaction;
5) Countersigning of the intervention sheets of the specialized contractors to vet that the works has been done as planned;

6) Assist the Facilities Manager in his works as described in section M.1.1;

7) Assist the Employer in carrying surveys, pre-bid site visits, preparation of technical reports, scope of works, estimates and any other engineering works that may necessitate his help;

8) Preparation of scope of works and cost estimates as and when required;

9) Attend monthly coordination meetings and other technical meetings as and when required as decided by the Employer;

10) Be on call on a 24-hour basis and shall report on sites during emergency situations and as requested by the representatives of the Employer.

M.1.4. 

Registered Health & Safety Officer
The role of the Registered Health & Safety Officer shall be as follows but not limited to: -

1) Accountable to the Facilities Manager and shall report to him. However, representatives of the Employer especially its Engineers shall have the right to give him instructions on any matter pertaining to the management and maintenance of the facilities; 
2) Making routine checks on a quarterly basis and other checks as and when required on sites including inside tenants’ premises to verify and record any health and safety issues related to the occupants, installations, systems and equipment;

3) Provide quarterly reports on all health and safety aspects of the facilities;

4) Attend monthly coordination meetings and other technical meetings as and when required as decided by the Employer;

5) Work in collaboration with the tenants’ as well as the Employer/Ministry’s Health and Safety Officers to devise means to improve the comfort of the occupants of the facilities and to make sure that all assets of the facilities are being maintained in good working conditions;

6) Making risk assessments as and when required on sites;

7) Assist the representatives of the Employer, the Engineers and Property Management Officers in carrying surveys, preparation of technical reports in relation to health and safety;

8) Assist the Facilities Manager in planning, organizing and implementing the yearly Emergency Evacuation Drills/ Fire Drills.

M.1.5.
Secretary
The role of the Secretary shall be as follows but not limited to: -
1) Accountable to the Facilities Manager and shall report to him. However, representatives of the Employer shall have the right to give him instructions on any matter pertaining to the management and maintenance of the facilities; 
2) Assist the Facilities Manager in providing the liaison among representatives of Employer, tenants, contractors and Facilities Management and Maintenance Service Provider;

3) Responsible for the sending of official letters, correspondence, emails among the different stakeholders;

4) Taking note of instructions received from Employer and passing of information to the particular recipients;

5) Taking note of issues and complaints of tenants;

6) Keeping proper records of all intervention carried out by the Facilities Management and Maintenance Service Provider, the specialized contractors, etc.;

7) Keeping proper records of log books and asset registers by ensuring that they are properly filled up and updated.

M.1.6.
Electrical Technician
The role of the Electrical Technician shall be as follows but not limited to: -

1) Accountable to the technical officer-cum-supervisor and shall report to him. However, representatives of the Employer shall have the right to give him instructions on any matter pertaining to the management and maintenance of the facilities; 
2) Attending faults, complaints & minor maintenance and repairs of electrical & telecommunication installations and systems in common areas and inside tenant premises as being instructed by his supervisor and/or representatives of Employer; (The Employer reserves the right to reasonably determine the nature of any repair works to be done as minor or major ones);
3) Supervision of the maintenance works and new installations/fit-outs done by specialized contractors related electrical & telecommunication installations and systems; automation systems; security & control access systems (CCTV); Fire alarm systems, etc.; 

4) Daily/Weekly routine checks of installations and systems as per part (3) above in both common areas and inside tenants’ premises to make sure that they are working smoothly. Any discrepancies shall be reported for remedial actions;

5) Making and providing first diagnosis of faults before calling the specialized contractors on site for remedial actions;

6) Assisting the technical officer-cum-supervisor in his works as described in section C.4.3 above;

7) Helping the other technicians and support staff in performing their duties as and when required and as deemed fit by his supervisor.

M.1.7.
Mechanical Technician
The role of the Mechanical Technician shall be as follows but not limited to: -

1) Accountable to the technical officer-cum-supervisor and shall report to him. However, representatives of the Employer shall have the right to give him instructions on any matter pertaining to the management and maintenance of the facilities; 
2) Attending faults, complaints & minor maintenance and repairs of mechanical installations and systems in common areas and inside tenant premises as being instructed by his supervisor and/or representatives of Employer; (The Employer reserves the right to reasonably determine the nature of any repair works to be done as minor or major ones);
3) Supervision of the maintenance works and new installations/fit-outs done by specialized contractors related mechanical installations and systems such as pumps, motors, lifts, generators, extractor & fresh air ventilation fans with duct system, fire-fighting systems, etc. 

4) Daily/Weekly routine checks of installations and systems as per part (3) above in both common areas and inside tenants’ premises to make sure that they are working smoothly. Any discrepancies shall be reported to the technical officer-cum-supervisor and the Facilities Manager for remedial actions;

5) Making and providing first diagnosis of faults before calling the specialized contractors on site for remedial actions;

6) Assisting the technical officer-cum-supervisor in his works as described in section C.4.3 above;

7) Helping the other technicians and support staff in performing their duties as and when required and as deemed fit by his supervisor.

M.1.8.
Civil Engineering Technician
The role of the Civil Engineering Technician shall be as follows but not limited to: -

1) Accountable to the technical officer-cum-supervisor and shall report to him. However, representatives of the Employer shall have the right to give him instructions on any matter pertaining to the management and maintenance of the facilities; 
2) Attending to damages of all civil infrastructure, immoveable furniture, doors, structure, ceilings, flooring, pavements, handrails, escape stairs, partitionings, etc.  Attend to the above complaints & minor maintenance and repairs of same as being instructed by his supervisor and/or representatives of Employer; (The Employer reserves the right to reasonably determine the nature of any repair works to be done as minor or major ones);
3) Supervision of the maintenance works and new installations/fit-outs done by specialized civil engineering contractors.

4) Daily/Weekly routine checks as per part (2) above in both common areas and inside tenants’ premises to make sure that they are working smoothly. Any discrepancies shall be reported to the technical officer-cum-supervisor and the Facilities Manager for remedial actions;

5) Making and providing first diagnosis of faults before calling the specialized contractors on site for remedial actions;

6) Assisting the technical officer-cum-supervisor in his works as described in section C.4.3 above;

7) Helping the other technicians and support staff in performing their duties as and when required and as deemed fit by his supervisor.

8) Managing and supervising the works of the handyman.

M.1.9
Plumber

The role of the Plumber shall be as follows but not limited to: -

1) Accountable to the technical officer-cum-supervisor and shall report to him. However, representatives of the Employer shall have the right to give him instructions on any matter pertaining to the management and maintenance of the facilities; 
2) Attending faults, complaints & minor maintenance and repairs of  Plumbing & Piping installations and systems related to water distribution systems (piping and plumbing fittings) for domestic and fire-fighting, wastewater systems,  piping & plumbing fittings of ACs  in common areas and inside tenant premises as being instructed by his supervisor and/or representatives of Employer; (The Employer reserves the right to reasonably determine the nature of any repair works to be done as minor or major ones);
3) Supervision of the maintenance works and new installations/fit-outs done by specialized contractors related Plumbing & Piping installations and systems;  

4) Daily/Weekly routine checks of installations and systems as per part (3) above in both common areas and inside tenants’ premises to make sure that they are working smoothly. Any discrepancies shall be reported for remedial actions;

5) Making and providing first diagnosis of faults before calling the specialized contractors on site for remedial actions;

6) Assisting the technical officer-cum-supervisor in his works as described in section C.4.3 above;

7) Helping the other technicians and support staff in performing their duties as and when required and as deemed fit by his supervisor.

1) Assisting the technical officer-cum-supervisor in his works as described in section C.4.3 above;

2) Helping the other technicians and support staff in performing their duties as and when required and as deemed fit by his supervisor.

M.1.10. 
Handyperson
The role of the Handyperson shall be as follows but not limited to: -

1) Accountable to the technical officer-cum-supervisor and shall report to him. However, representatives of the Employer shall have the right to give him instructions on any matter pertaining to the management and maintenance of the facilities; 
2) Repairing wooden and metallic structures where applicable such as doors & windows, carpentry works, painting works in common areas and inside tenant premises as being instructed by his supervisor and/or representatives of Employer; 
3) Removal of debris and scrap materials for carting away and to be disposed away from sites;
4) Daily/Weekly routine checks in areas such as store rooms, pump rooms, roof, escape routes and staircases, MLVP rooms, yards and common areas making sure they are free from obstruction and from debris;
5)  dispatch reports, files, intervention sheets, documents, materials, equipment as instructed by his supervisor;

6) Assisting the technical officer-cum-supervisor in his works as described in section C.4.3 above;

7) Helping the other technicians and support staff in performing their duties as and when required and as deemed fit by his supervisor.

Section V.  Conditions of Contract
Any resulting contract shall be placed by means of a Purchase Order/Letter of Acceptance and shall be subject to the

GENERAL CONDITIONS OF CONTRACT (Non-Consultancy Services – other than Security Cleaning) 

Ref: NCS/RFQ-GCC14/11-21*


 * Public Body to insert complete reference of the document applicable as at this date by consulting PPO’s website.

Section VI.  Special Conditions of Contract
Clauses in brackets are optional; all notes should be deleted in final text.

	Number of GC Clause 
	Amendments of, and Supplements to, Clauses in the General Conditions of Contract

	1.1(a)  
	Not applicable

	1.1(d)  
	The contract name is [name of Contract].

	1.1(g)  
	The Employer is [ insert name]

	1.1(l)  
	The Member in Charge is [name of Member Leader of the Joint Venture].]

	1.1(o)  
	The Service Provider, which is also be referred as the Management and Maintenance Service Provider is [ insert name].

	1.4  
	The addresses are:

Employer:


Attention:


Facsimile:


Service Provider:

Attention:


Facsimile:



	1.6  
	The Authorized Representatives are:

For the Employer:


For the Service Provider:


	2.1
	The date on which this Contract shall come into effect is [date].

[ Note:  The date may be specified by reference to conditions of effectiveness of the Contract, such as date of signing of contract, receipt by Service Provider of advance payment and by Employer of bank/insurance guarantee (see Sub-Clause 6.4),or as otherwise mentioned in the Letter of Acceptance etc.]

	2.2.2  
	The Intended Starting Date for the commencement of Services is [date].]

	2.3  
	The Intended Completion Date is [12 months from the intended commencement date of the contract].

[The contract is for an initial period of 12 months from the intended commencement date renewable thereafter on an annual basis for an additional period of ………..years subject to the satisfactory performance of the Service Provider as assessed by the Employer.].

	3.6
	Except insurance covers shall be:

(a)
for loss or damage to property and equipment in connection with Contract for an amount representing the value of the properties and equipment that are exposed to the action of the Service Provider in the execution of the works. It will extend to the property and equipment of the Procuring Entity as well).
(b)
for personal injury or death of the Service Provider’s employees: [The Service Provider shall take an adequate insurance cover for its employees for any claim arising in the execution of the works].

(c)
for third party injury to persons and loss or damage to property for an amount of ………….[Public Body to insert amount]  Rupees representing each Party’s liability for any loss, damage, death or bodily injury which may occur to any physical property [except the Works, Plant, Materials, Equipment and damage to property  insured under GCC 13.1 (a)] or to any person [except for  Service Provider’s employees insured under GCC 13.1 (b)] including the Employer and its representatives which may arise out of the Service Provider’s performance of the contract. 

This insurance shall be for a limit per occurrence of not less than the amount stated above (i.e Rs. 10 million), with no limit in number of occurrences. The ceiling for the Third-Party Liability shall be for a minimum amount of Rs. 100 million, subject to a provision that this amount may be reviewed during the contract period, but will in any case be for a fixed amount.
The Service Provider shall choose to take the insurance covers indicated above as separate covers or a combination of the Service Provider’s All Risks coupled with the Employer’s liability and First Loss Burglary, after approval of the Employer. All insurance covers shall be of nil or the minimum possible deductibles at sole expense of the Service Provider.
The insurance policies shall be extended to cover for any extension of the intended completion date or due to delay by the Service Provider up to the end of the defects liability period of the works.


	3.7(d)  
	[Public Body to specify]

	3.10.1  
	Not applicable

	3.10.3
	GCC 3.10.3 is amended by deleting its content and replaced by the following:

If in consequence of any breach, negligent act or omission of the Management and Maintenance Service Provider in delivering of the services, the Employer shall deduct the additional expenses from the monthly fee payable to the Service Provider. The penalty shall apply as per the Table on penalties to be applied, in Section IV: Scope of Services and Performance Specifications. The penalties amount shall be deducted at the end of month during which the occurrence(s) took place.


	5.1  
	The assistance and exemptions provided to the Service Provider are: [ Note:  List here any assistance or exemptions that the Employer may provide under Sub-Clause 5.1.  If there is no such assistance or exemptions, state “not applicable].”


	6.2(a)  
	The amount in local currency is [insert amount and currency].


	6.2(b)  
	Not applicable


	6.4 
	Payments shall be made according to the following schedule:

The Employer shall effect monthly payments to the Management and Maintenance Service Provider according to the bid prices, less any accrued penalties in force during the month, within 30 days after receipt of proper invoice and a monthly report by the Service Provider and subject to the delivery of satisfactory services. 
The Facilities Manager shall be responsible for the payment of his staff and its service contractors if any in accordance with the contract. The Service Provider shall have enough liquidity for the payment of his staff and service contractors even if payment from the Employer has not been effected on time or penalties have been applied. 
All recoverable payment, which shall be claimed by the Facilities Manager from the Employer, shall be substantiated by vouchers and receipts and shall have obtained prior approval from the Employer’s representative. 

The Employer shall provide, as and when required, a predetermined amount as petty cash to the Facilities Manager for small purchases.


	6.5  
	The interest rate is [Key rate].


	6.6.1  
	Price adjustment is applied as from 365 days after signature of contract in accordance with Sub-Clause 2.1.

The coefficients for adjustment of prices are [The sum of the two coefficients Ac and Bc should be 1 (one) in the formula for each currency].:

(a) For:

Ac is [ insert value]

Bc is [ insert value]

Cc is zero

Lmc and Loc are the index for Labor from Statistics Mauritius


	6.7.4
	Rates as provided in the Dayworks Schedule shall be applied for each payment for Dayworks.


	7.1
	The principle and modalities of inspection of the Services by the Employer are as follows:  [insert]
The Defects Liability period for……………….[list items requiring defects liability period] is …………….[insert number of days-usually not required for minor or low value repairs]
GCC 7.2(a) is deleted and replaced by the following:

The Employer shall give notice to the Service Provider of any Defects as and when required.  The Defects liability period shall be extended for as long as Defects remain to be corrected.


	8.2
	GCC 8.2 is deleted and replaced by the following:

If the matter is not settled amicably by the parties, either party may submit the dispute for settlement before any competent court of Mauritius. 
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Letter of Acceptance
 [date]
ADVANCE \D 4.80To:  ADVANCE \D 1.90[name and address of the Service provider]
This is to notify you that your Bid dated [date] for execution of the [name of the Contract and identification number, as given in the Special Conditions of Contract] for the Contract Price of the equivalent of [amount in numbers and words] [name of currency], as corrected and modified in accordance with the Instructions to Bidders is hereby accepted by our Agency.

You are hereby instructed to proceed with the execution of the said contract for the provision of Services in accordance with the Contract documents.

Please return the attached Contract dully signed

Authorized Signature:  

Name and Title of Signatory:  

Name of Agency:  

Attachment:  Contract

Form of Contract

Lump-Sum Remuneration

This CONTRACT (hereinafter called the “Contract”) is made the [day] day of the month of [month], [year], between, on the one hand, [name of Employer] (hereinafter called the “Employer”) and, on the other hand, [name of Service Provider] (hereinafter called the “Service Provider”).
[Note: In the text below text in brackets is optional; all notes should be deleted in final text. If the Service Provider consist of more than one entity, the above should be partially amended to read as follows:  “…(hereinafter called the “Employer”) and, on the other hand, a joint venture consisting of the following entities, each of which will be jointly and severally liable to the Employer for all the Service Provider’s obligations under this Contract, namely, [name of Service Provider] and [name of Service Provider] (hereinafter called the “Service Provider”).] 
WHEREAS

(a)
the Employer has requested the Service Provider to provide certain Services as defined in the General Conditions of Contract attached to this Contract (hereinafter called the “Services”);

(b)
the Service Provider, having represented to the Employer that they have the required professional skills, and personnel and technical resources, have agreed to provide the Services on the terms and conditions set forth in this Contract at a contract price of……………………;
NOW THEREFORE the parties hereto hereby agree as follows:

1.
The following documents shall be deemed to form and be read and construed as part of this Agreement, and the priority of the documents shall be as follows:

(a)
the Letter of Acceptance;

(b)
the Service Provider’s Bid 

(c)
the Special Conditions of Contract;

(d)
the General Conditions of Contract;

(e)
the Scope of Service and Performance Specifications;

(f)
the Priced Activity Schedule; and

(g)
The following Appendices: [Note:  If any of these Appendices are not used, the words “Not Used” should be inserted below next to the title of the Appendix and on the sheet attached hereto carrying the title of that Appendix.] 

Appendix A:  Description of the Services

Appendix B:  Schedule of Payments

Appendix C:  Key Personnel and Subcontractors

Appendix D:  Breakdown of Contract Price in Local Currency

Appendix E:  Services and Facilities Provided by the Employer
2.
The mutual rights and obligations of the Employer and the Service Provider shall be as set forth in the Contract, in particular:

(a)
the Service Provider shall carry out the Services in accordance with the provisions of the Contract; and

(b)
the Employer shall make payments to the Service Provider in accordance with the provisions of the Contract.

IN WITNESS WHEREOF, the Parties hereto have caused this Contract to be signed in their respective names as of the day and year first above written.
For and on behalf of [name of Employer]


[Authorized Representative]
For and on behalf of [name of Service Provider]


[Authorized Representative]
[Note:  If the Service Provider consists of more than one entity, all these entities should appear as signatories, e.g., in the following manner:]

For and on behalf of each of the Members of the Service Provider



 [name of member]


[Authorized Representative]


 [name of member]


[Authorized Representative]

 Performance Security (Bank/Insurance Guarantee)

...........................................[Bank/Insurance Company’s Name and Address of Issuing Branch or Office]..................................................................

Beneficiary: .............................................[Name and Address of Public Body] .....................................................................

Date:........................................................................................................................................................

PERFORMANCE GUARANTEE No.:...............................................................................................
We have been informed that ..................................[name of the Supplier]............................ (hereinafter called "the Contractor") has entered into Contract No.............[reference number of the Contract]............ dated........ with you, for the execution of ...................................... [name of Contract and brief description of goods] ....................(hereinafter called "the Contract"). 

Furthermore, we understand that, according to the conditions of the Contract, a performance security is required.
At the request of the Contractor, we ................................. [name of Bank/Insurance Company] ..................hereby irrevocably undertake to pay you any sum or sums not exceeding in total an amount of .......... [amount in figures (amount in words)]........................................... such sum being payable in the types and proportions of currencies in which the Contract Price is payable, upon receipt by us of your first demand in writing accompanied by a written statement stating that the Contractor is in breach of its obligation(s) under the Contract, without your needing to prove or to show grounds for your demand or the sum specified therein. 

This guarantee shall expire not later than twenty-eight days from the date of issuance of the Certificate of Completion/Acceptance Certificate, calculated based on a copy of such Certificate which shall be provided to us, or on the................................day of .................................., .................., whichever occurs first.  Consequently, any demand for payment under this guarantee must be received by us at this office on or before that date.

………....................................................Seal of bank/Insurance Company and Signature(s).............................................................
The Tables shown hereunder are for information only. Bidders have to fill in the prices and rates online in the templates provided for these tables 








�  	For the purpose of this Contract, “another party” refers to a public official acting in relation to the procurement process or contract execution.














� 	For the purpose of this Contract, “party” refers to a public official; the terms “benefit” and “obligation” relate to the procurement process or contract execution; and the “act or omission” is intended to influence the procurement process or contract execution.


� 	For the purpose of this Contract, “parties” refers to participants in the procurement process (including public officials) attempting to establish bid prices at artificial, non competitive levels.


� 	For the purpose of this Contract, “party” refers to a participant in the procurement process or contract execution.





