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Procurement Policy Office

(Established under section 4 of the Public Procurement Act 2006)

Ref: SCS/RBD16/01-24
STANDARD BIDDING DOCUMENT
Procurement of Cleaning Services
(Restricted Bidding)

 (to be used for online bidding for contract amount up to Rs 10 million excluding VAT)
Procurement Policy Office
Ministry of Finance, Economic Planning and Development

Port Louis

January 2024
[Name of Public Body]
Restricted Bidding 
for
Procurement of 

[insert identification of the Cleaning Services]
______________________________             
Procurement Reference No: [……………...]
[insert name of the Public Body, address, phone & fax numbers, email address and date]
restricted Bidding (Cleaning Services)
Name of Public Body:    ……………………………………………………………  

Procurement Of:   ………………………………………………        
Procurement Reference Number:  …………………………………………………   
                                                        
1. You are hereby invited to submit your best quotation online in the Activity Schedule Templates for the services listed and more fully described in Section III – Scope of Service.
2. The dates for closing of quotations, decryption and encryption, and opening are as set out in the Key Activity Schedule online.

3. Where the bidder does not execute the decryption and re-encryption of its bid within the time frame provided in Activity Schedule online, the bid shall not be accessible for opening. In such cases the bid shall be deemed to have been withdrawn by the bidder.

4. Your quotation should be valid for a period of ….. [Public body to insert number of days – usually 30] days after the deadline set for closing date of submission of bid as mentioned in the Key Activity Schedule on the e-Procurement System.

5. We commit ourselves to maintain the highest standard of integrity and ethical principles during all stages of the procurement cycle.  
Name of Officer issuing this RB: ……………………………………………..

Position: …………………………………………
Date: …………………………………………………                                                     

Section I: Invitation For Bids

1. Preparation of Bids
You are requested to quote for the services mentioned in Section III, by filing in the templates provided online for the following:  


(a)
the Bid Submission Form referred to in Section II with its annex for Bid Securing Declaration;


(b)
the Activity Schedule  in Section IV;



(c)
the Specifications and Performance Standards in Section V; and


(d)
any other attachment as deemed appropriate in the template Additional Documents.

You are advised to carefully read the complete Invitation for Bids document, including the Contract Data Sheet in Section VII, before preparing your bid.  
2. Documents to be submitted [These documents are required to assess qualification of new service providers and to confirm the status of regular suppliers. Public Body may amend this section to best suit its requirements but it should clearly advise bidders on documents to be submitted to enable their assessment with respect to the evaluation criteria for marking system.]


Bidders shall submit along with their bid:
(a) a company profile, past experience and evidence of similar services provided and customers’ reference details;

(b) total monetary value of services performed for each of the last two years;

(c) major items of resources, logistics support and strategies in the execution of similar services; 
(d) recruitment policy, training of personnel and man power planning to cope with contingencies

(e) details of all contracts that have been terminated by their clients during the last two years; and
(f) other information to enable the bid to be evaluated according to the criteria listed hereunder in the Table for markings.

3. Validity of Bids
The Bid validity required is __________ days from the date of bid submission deadline.

4. Contract Period for Services

The contract shall be on fixed rate, inclusive of end of the year bonus and wage increase for an initial period of 12 months, renewable thereafter at  the same rate for an additional period of …… months. [Public body to customise as appropriate but period should remain in months]
5.  Submission of Bids
(i) Where the bids are for one or more lots, Bidders are required to quote for all the sites within one lot for their bids to be responsive for that lot. They have to insert zero in the rate column of all items for those lots for which they are not submitting a quote. 
(ii) Bidders may choose to submit bids for one or more lots at their own discretion.
6. Request for Clarifications
Request for clarification by bidders and response to clarification by the public body shall be done online.
7. Bid Opening
Bids will be opened by the “Public body” at [insert address] at [insert date and time] Bidders or their representative may attend the Bid Opening, if they choose to do so.
8. Evaluation of Bids
The Public Body shall have the right to request for clarifications during evaluation. Bids that have been found to be substantially responsive subject to the bidder having performed satisfactorily during the last twelve months, shall be subject to a marking system consisting of a technical evaluation to compare their technical capacity, quality of service and past performance as well as a marking system to rate their financial proposals.
The marks scored for the technical and financial assessment shall be lumped and the bid scoring the highest marks shall be considered as the lowest evaluated bid based on the technical and financial proposals.

9. Eligibility Criteria
[Public Body may customise this section to supplement its specific requirements and reproduce the same data in the templates for mandatory evaluation criteria if the single stage single submission workflow is used in lieu of the mini-competition workflow.]

To be eligible to participate in this bid exercise, Bidders should:

(a)
have the legal capacity to enter into a contract to execute the services;
 
(b)
not be insolvent, in receivership, bankrupt, subject to legal proceedings for any of these circumstances or in the process of being wound up;

(c) 
not have had their business activities suspended;

(d) 
not have a conflict of interest in relation to this procurement requirement;

(e) have a Business Registration Card; and
(f)
have a valid trading licence. 

The Public Body may choose to request any Bidder to substantiate compliance with these criteria.
10.  
Qualification and Experience
[Public Body may customise this section to supplement its specific requirements and reproduce the same data in the templates for mandatory evaluation criteria if the single stage single submission workflow is used in lieu of the mini-competition workflow.]
To be qualified to participate in this bid exercise:
(a) the average annual financial amount of services provided over the last three years should represent at least half of the annual contract value;
(b) the bidder has provided satisfactory services for the last three years, and

(c) the bidder shall submit an undertaking that the salaries and wages to be paid in respect of this bid are compliant with the relevant Laws, Remuneration Order and Award where applicable and that it will abide to the sub-clause 4.6 of the General Conditions of Contract, if it is awarded the contract or part thereof.
11. Evaluation by marking system 
 [Public Bodies may make any adjustment they consider fit to these sample criteria, marking and weightage of technical to financial to suit their respective requirements. The markings table that follows shall be used to evaluate the Technical Competence of the Bidder to provide cleaning services and the minimum pass marks should reflect the level of quality of service required.]

	Details of Technical Evaluation Markings ( for cleaning services)
	 

	 
	Max Marks

	Company Profile and Experience  (Marks for the criterion and sub-criteria to be inserted by the Employer)
	 

	 Profile and insight of activities
	

	Experience in providing cleaning services to businesses/companies that are comparable in size, profile and cleaning requirements to the Public Body. 
	

	Experience with the Public Body
	

	Client References
	

	Sub Total (A)
	

	Site Management and Organization / Methodology  and Management Approach (Marks for the criterion and sub-criteria to be inserted by the Employer)
	 

	 Methodology and site management for efficient cleaning services
	

	Organization of resources and resource persons
	

	Organizational chart & Key personnel
	

	Detailed profile of Cleaning Personnel to be assigned to the Public Body sites.
	

	Sub Total (B)
	

	Manpower Policy, Recruitment and Screening Mechanism, Training (Marks for the criterion and sub-criteria to be inserted by the Employer)
	

	Recruitment mechanism
	

	Screening Processes(education, background, criminal history, substance abuse)
	

	Job descriptions of cleaning personnel
	

	Training program(pre-assignment, on-the-job, retraining systems, management training and development programs)
	

	Specific training (customer service and working in premises that are comparable in size, profile and cleaning requirements to the Public Body)
	

	Sub Total (C)
	

	Supervision and Monitoring Mechanism (Marks for the criterion and sub-criteria to be inserted by the Employer)
	

	Administrative controls, plans and processes to monitor and ensure compliance with the Public Body’s cleaning requirements.
	

	Supervisory structure to monitor Cleaning Guards.
	

	Number of random checks per site 
	

	Contingency plan & emergency response capabilities
	

	Sub Total (D)
	

	Logistics (Marks for the criterion and sub-criteria to be inserted by the Employer)
	

	Sub Total (D
	

	Details of fleet of vehicles & deployment for rapid response
	

	Number of control centres operational island wide on a 24-hour, 7 days a week basis.
	

	Means of identification of cleaning personnel (uniform, badge, identity card etc.)
	

	Sub Total (E
	

	TOTAL MARKS-Technical (A+B+C+D+E)
	100


a. Technical Evaluation
The maximum marks for the Technical Evaluation shall be [100] marks. The pass marks for the Technical Evaluation shall be [insert mark- around 70 to 80 % of the maximum marks].  Those having not scored the minimum pass marks shall not be considered for further evaluation. [The table above is a sample for cleaning services which the Public Body may amend as per its requirements].
b. Financial Evaluation

The Financial Evaluation shall be based on [100] marks, the lowest quote scoring the highest marks. The marks scored by any other bidder shall be the lowest quoted price divided by the said Bidder’s price times the maximum allocated marks for the financial proposal.
c. Composite Marking

The weightage for Technical to Financial proposal shall be as follows:

W = Weightage for financial evaluation (less than 1) and the weightage for the technical evaluation is (1 – W) [public body to set the weightage].

Methodology for calculating the composite marking.
The Technical Proposals shall be evaluated as follows:

 Trel = T / Thigh   x 100

Where: 

Trel        =    Technical relative score of the bid

T        =    the Total Technical score allocated to the bid

Thigh   = the Technical Score achieved by the bid having scored the highest marks, and

  the Financial Proposal shall be also evaluated as above
 Frel = Clow/C x 100

 Where

 C = Evaluated Bid Price

 Clow = the lowest of all Evaluated Bid Prices

 The composite score then works out as follows:

  B = Frel x W + Trel (1- W) 

   Where

    B is the composite score, and

    W (less than 1) is the weightage for the price.
12. Technical Criteria

 The Specifications and Compliance Sheet details the minimum specifications of the services required. The services offered must meet these specifications, but no credit will be given for exceeding the specification.
13. Currency of Bid

Bids shall be priced in Mauritian Rupees and all payments will be made in this currency. 

14. Bid-Securing Declaration

Bidders are required to subscribe to a Bid Securing Declaration for this procurement process by signing the Bid Submission Form online.

15. Labour clause 

In order to qualify for award of Contract, Bidders shall subscribe to the undertaking that the salaries and wages to be paid in respect of this bid are compliant with the relevant Laws, Remuneration Order and Award where applicable and that it will abide to the sub-clause 4.6 of the General Conditions of Contract, if it is awarded the contract or part thereof.
16. Award of Contract


The Bidder having submitted the lowest evaluated responsive bid and qualified to perform the service shall be selected for award of contract. Award of contract shall be by issue of a Purchase Order/Letter of Acceptance in accordance with terms and conditions contained in Section VI: Contract. 
17. Performance Security [This paragraph shall be deleted if Performance security is not applicable]

The successful bidder shall upon acceptance of its offer submit a Performance Security as per the format contained in the Schedule for an amount of 10 % of the contract price.

18. Notification of Award and Debriefing


The Public Body shall after award of contract, exceeding Rs 1 million, promptly inform all unsuccessful bidders in writing of the name and address of the successful bidder and the contract amount.

Furthermore, the Public Body shall attend to all requests for debriefing for contract exceeding Rs 1 million, made in writing within 30 days the unsuccessful bidders are informed of the award.
19. Integrity Clause 

The Public Body commits itself to take all measures necessary to prevent 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.
20. Rights of Public Body

The [Public body] reserves the right:


(a) to split the contract as per the lowest evaluated cost per site, and

(b) to accept or reject any bid or to cancel the bidding process and reject all bids at any time prior to contract award. 

Section II: Bid Submission Form
Bidders shall fill in the Bid Submission Form online
Section III: Scope Of Services

[insert (a) a brief description of the services; and (b) the performance requirements and specifications of services. It is recommended to describe outputs and performances, rather than inputs, wherever possible.
Public Body should refer to the Standard Bidding Documents for Cleaning Services for Open Advertised Bidding Method to define its cleaning requirements in terms of scope of cleaning clearly defining the areas and the reasonable frequency and time of cleaning in specific areas without necessarily specifying the number of cleaning attendants. 

Furthermore, if contract is for selecting a Service Provider for an on-going service, bidders may be informed of the manpower deployed in past contract as an indication but not a requirement.
Public Body may also indicate main equipment that the Service Provider has to mobilise in order to attend to certain cleaning tasks

Insert (b) a table as list of sites where cleaning services are required for bidders information.]
Section IV: Activity Schedule
Bidders shall fill in the Activity Schedule online.
[The Template provided online is of a parent and child architecture. Public body shall customise the Activity Schedule online in filling the data per lot (parent) and entering a label for each lot (parent) under description. The site is the child item and forms the respective lot which could be allocated to the bidder having submitted the best offer. 

The above note and the drawing hereunder are just for public body’s guidance. This text and the drawing should not appear in the final document.] 
	Price Details
	

	Total Estimated Amount without VAT
	
	
	

	Amount Total excluding VAT in MUR
	
	
	

	Serial Number
	Description
	Total Estimated amount without VAT
	Amount Total excluding VAT
	

	
	
	
	
	
	

	Site Number
	Areas to be cleaned
	Number of month
	Estimated Rate per month

	Estimated

Amount 


	Bidder to indicate number of persons to be deployed to the different zone.
	Rate in MUR per month excluding VAT
	Amount in MUR Excluding VAT

	1
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Section V: Specifications And Performance Standards compliance Sheet

Procurement Reference Number:
______________________________
Bidders should complete columns C and D with the specification of the services offered. Also state “comply” or “not comply” and give details of any non-compliance/deviation to the specification required. Attach detailed technical literature if required. Authorise the specification offered in the signature block below. 
Bidders shall submit a scanned copy of this table duly filled and upload same online in the response template for “Additional Documents” at item referred to “Any other document to support the bid”.
	Item No
	Specifications and Performance Required
	Compliance of Specifications and Performance Offered
	Details of Non-Compliance/ Deviation
(if applicable)

	A*
	B*
	C
	D

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	

	6
	
	
	


* Columns A and B to be completed by Public Body.

Section VI: Contract Agreement And General 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 (GCC), (Ref: NCS/RFQ-GCC18/.......)
* for the Procurement of  Cleaning Services (available on website ppo.govmu.org) except where modified by the Special Conditions below.

Section VII: Contract Data Sheet
Procurement Reference Number:____________________
The Conditions of Contract shall be subject to the following: [This section is to be customised by the Public Body to suit the requirements of the specific procurement.
	Clause 


	
Contract Data

	GCC 1.1 Effectiveness of Contract


	The Contract [shall / shall be deemed*] to come into effect as from [insert date].

	GCC 1.3.1 Intended Completion date
	Unless terminated earlier pursuant to sub-clause GCC 1.7 of the Contract, the Service Provider shall complete its activities by     [insert date of expiry of contract] or by an additional period of    [insert figure] months, if the Contract is renewed thereafter by the Employer.



	GCC 1.6.1    Issue of notices
	The Authorized Representative of the Employer is : [insert name and contact details]

The Authorized Representative of the Service Provider is: …………………………………………….



	GCC 2.6 Insurance and liabilities to Third Party
	The Employer’s and Workmen’s Compensation, Third Party and Professional(for cleaning services only) Liabilities insurance covers shall be prorated to the contract amount if award is made on a split basis  with reference to limits indicated in ITB 13.1 (e).



	GCC 2.7

Reporting Obligations


	The Service Provider shall report to: [insert name(s), title(s) and contract details].

	GCC 2.10

Performance Security


	The Performance Security shall be for an amount of [5% to 10 %] of the Contract Price or part thereof if the contract is awarded on a split basis.

	GCC 4.3 Terms and Conditions of Payment
	The Public Body undertakes to effect payment within 21 working days from receipt of invoice after supply of the service items to the satisfaction of the Public Body, subject to the Service Provider submitting all required documents. Final payment shall be adjusted to reflect any non-compliance in the execution of the contract. In case the Supplier is an SME, payment will be effected within 14 working days.




Schedules 

[This form is to be deleted if Performance Security is not applicable.]

Schedule 1: 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 Contractor............................ (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 Works ....................(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).............................................................

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





27
4

