COIR BOARD
CENTRAL STITUTE, KALAVOOR

TENDER DOCUMENT FOR OUTSOURCING MANPOWER TO CLEAN & HOUSE
KEEFPING SERVICES IN THE CENTRAL COIR RESEARCH INSTITUTE, COIR

BOARD, KALAVOOR, ALAPPLUZHA,

|. Sealed tenders in conformity with detail tender call notice are invited from the service
provider Agencies’Firms having valid Registration Ceriificate, including registration
with the Regional Labour Commissioner, EPF Registration, ES] Registration, GST
Registration and PAN Card up to date and having similar line of business in providing
manpower for more than 2 years fowards out-sourcing of Cleaning services in office
buildings in Kerala. The Service providers should have local Officer in Kerala to ensure
satisiactory fulfillment of contractual obligations.

2. The Service Provider Agencies/Firms having good track record, manpower capacity and
relevant experience are eligible to apply. They should produce satisfactory work
completion certificate of appropriate value of work and a certificate showing annual
turnover for a minimum of two preceding years for not less than 50% of the estimated
cost of the present contract,

3. The tender document can be obtained from the website of the CCRI, COIR BOARD,
www.ceniindiz.org.  The Earnest Money Deposit Rs.20,000/- may be enclosed in the
form of Demand drafis drawn in favour Segretary, Coir Board payable at Pathirapally,
Alappuzha and placed in a sealed cover, 10 be submitied along with the Technical bid.

4. The Tenders should be submitted in two sealed covers.

i A} The first sealed cover should be super scribed “Technical Bid” and should contain

i Checklist of documents submitted | Annexure-1)

i The Performa at Annexure [ duly filled in;

it Agency  Profile ancluding previous  expenence of manpower supply o
Crovernment Semi-Government AUlonomaous agencies.

iv, Acceptance of terms and conditions there under
v, Demand draft for Earnest Money Depasit
vi. All other reguired documents

{B) The second envelope super scribed “Financial Bid™ should contain only rates which are o
be quoted on monthly basis, based on the Minimum Wages of Government of Kerala

(C) Both the sealed covers should be placed in the main sealed envelope super seribed “Tender

for Dutsourcing Cleaning Services™, This should be addressed 10 THE DIRECTOR{RDTE),
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CENTRAL COIR RESEARCH INSTITUE, COIR BOARI), KALAVOOR, ALAPPUZHA
688 522, And sent by post or hand delivered latest by 2.00 PM of 15" November 2017 and
shall be opened at CCRI, Kalavoor, on the same day at 4 PM in presence of the bidders or
their authorized representatives. In the event of office, being closed on the last date of
receipt or opening of id as specified, the bid will be received / opened on the next working
day at the same time and venue,

5. Tenders received afier, the due date and time will be summarily rejected. Incomplete and
conditional tenders shall not be accepled.

6. The Technical Evaluation Committee will assess the ability of the agencies to render the
requisite services based on its past record, profile and on such other criterin as it may fix
and only those found fit will be eligible for financial bid opening.

7. The bidders are required to submit EMD along with the attested copies of Registration
Certificate, EPF Registration, ESI Registration, 150 9001 Certificate Pan card and up-
to-date VAT & Service Tax clearance along with the bid documents, failing which the
tender shall be declared as non-responsive and thus liable for rejection.

8. Submission of more than one tender paper by a tenderer for a particular work will render
the bid liable for rejection,

9. The bidders may nssess about the nature and quantum of work before quoting their rate.

10. The rates for different catepory of manpower that may be required for the proposed
services shall not be less than the rates of minimum woges prescribed by the
Government of Kerala from time to time under contract labor (R & A) Act 1970 and the
Minimum Wages Act |94E,

11. The bidders are required to guote their rales both in words and figures and put their
signature; they should alse sign on any overwriting or any correction made in the
tendered rate. The rates filled in figure only and not in words shall be liable for rejection
for which no paper cost shall be retumed to the tenderer(s).

12. The bidders while submitting tender shall fumish an affidavit along with the tender
about the authenticity of the tender document including EMD. Conditional tenders will
not be accepted under any circumstances by the asthonty. EMD deposit of unsuccesstul
bidders will be refunded within 90 days after finalization of tender without interest.

13, The Bank Draft/Bankers Cheque produced in relation to this tender should be drawn on
any Nationalized Bank in favor of the “Secretary, Coir Board, payable at Pathirappally,



Alappuzha. Other details can be seen in bidding document. The authority reserves the
right to reject any or all the tenders without assigning any reason thereof.

14. A list of manpower available with the firm with qualification must be enclosed along
with the tender papers.

15, RIGHT TO ACCEPT ANCE OR REJECTION OF TENDERS:

A

The tender is liable to be rejected inter-alia:

mhE AR TR

If it is not in conformity with the instructions mentioned in the tender paper.

If it is not properly signed by the bidder.

If 11 15 received by telex or ielegram

If it 15 received after the expiry of the due date and time.

If it is not accompamed by the requisite EMD and proper documents.

If it is not enclosed the list of manpower available with the firm with qualification.

This office reserves the nght to:

Accept /Reject any of the tender in full or pan thereof,

Revise the requirement at the time of placing the order.

Add, modify, relax or waive any of the conditions stipulated in the tender
specification wherever deemed necessary.

Reject any or all the tenders in part or full without assigming any reason thereod,
Award contracts to one or more bidders for the items covered by the lender.

16. EXTENT AND SCOPE OF WORK:

a. Area of work: “The job of cleaning of in-door and out-door including terrace and

i

paved arca in the campus of COIRBOARD COMPLEX shall include
tiled/cemented’wooden floors and walls, widows panels, entrance areas, toilets water
closets, wash basins, parking area internal road etc. of the complex.

Dretails of the job work are as under:

JOB DESCRIPTION
To maintain cleanliness of all rooms/Halls, laboratories, library, Bathrooms, toilets,

wash basin, water closets, Corridors, staircase, ramps with machine, etc.. of Cor
Board Complex, Kalavoor, Alappuzha.



2. Daily cleaning/dusting of writing tables, working tables, chairs, telephones,
computers office cubicles, photocopier machines, fax machine, printers ete.

3. Daily cleaning of window panes.

4. Periodic cleaning of ceilings to remove cobwebs.
5. Regular maimenance of cleanliness of electric tans and light fittings of building.

6. Moving of articles like iables, chairs, almirahs, display boards. etc. as and when such
shifting is necessary.

7. Keeping the drains around the building clean and clear from chocking,

8 Minimum requirement of cleaning housekeeping personal will be 8,

9. 3Nos. of cleaning and maintenance staff should present from TAM to 3 P.M.
10. 3Nos. of cleaning and maintenance staff should present from 11A.M to 6 P.M

11. 2 Nos. of cleaning and maintenance staff may have to be deputed on Holidays'
whenever required.

12. Maintain cleanliness around the Coir Board Complex

Area covered under the Coir Board Complex. Kalavoor

All the office/research and residential buildings inside the Complex including

mEteeTE e AN OB

NCT&DC Hostel
NCT&DC Office
Intemational Coir Museum
CCRI, Rescarch Block
CCRI, Adm Block

Guest House

Drve House & Boiler House
Pith Testing Lab
Engineering Workshop
Hindustan Coir buildings
Director’s Bungalow

Coir Technelogy Incubation Centre.,

m. Security room, Canteen, parking area, all the roads and ways inside the Complex,



[Mote: Working davs for the cleaning purpose means Monday to Saturday excluding
Mational and Garzetted holidays. The contractor shall camry out cleaning work on
Saturday/Sunday also in exigencies of work]

17. EARNEST MONEY & SECURITY DEPOSIT: the bidders shall enclose with the
Tender EMD amounting Rs. 20,000/~ of 1otal value of contract in the form of DD drawn
on any nationalized bank in fsvour of The Secretary, Coir Board payable at

Patturappally, Alappuzha.

18. Successful bidders shall deposit 2 security deposit equal o one month’s bill amount
(Good Service Tax) by way of DD along with agreement,

19. PERIOD OF CONTRACT: The initial period of contact would be one year from the
date of execuling the agreement, extendable by another one year on salisfactory
performance with such amendments as may be mutually agreed to and also subject to the
necessary approval of the competent authority, Service charges/rates quoted by the
agency would be fixed for a period of one year and any statutory increase in wages/DA
ete. i5 to be absorbed by the agency. After satisfactory completion of a one year of
service, the contracl can be extended for another year on the same terms and conditions
with mutual agreement,

GENERAL CONDITIONS OF CONTRACT

The quantum of requirement of such materinl may be more explicit. [t should be

ensured that all cleaning material is supplied regularly as per the requirement.

| E]

The man power as per the requirement will have 1o be supplied by the agency within
15 days of award of contract,

All services shall be performed by persons qualified and skilled in performing such
services us per the eligibility criteria indicated for each category. Good quality
consumable, detergents, chemicals, like (Naphthalene ball, Room freshener,
Mosquitn/insect repellent, liquid scap, Colin, phenyl equipments, machineries efc.,
shall be arranged by the office.

Cleaning should be completed in office cited premisesiexcept commen places) prier
o opening of office hours 1o 9.00 A M so that work in office does not get interrupied
in the middle of cleaning purpuse.

The persons supplied by the Apency should not have any Police records/criminal

cases npeninst them. The Ageney should make adequate enquiry about the character

and antecedents of the persons whom they are recommending. The character and
5



10.

antecedents of persons will be verified by the Service Provider before their
deployment through local police, eollecting proofs of residence, driving license, bank
account details. previous work experience and recent photograph and a certification to
this effect submitted to this office. The service provider will also ensure that the
personnel deploved are medically fit and will keep in record a cedificate of their
medical fitness. The Service Provider shall replace such emplovees who are not
found suitable by the office for any reasons immediately on receipt of such a request.

The service provider shall engage necessary persons a5 required by this office from
time to lime. The deployment of personnel is o be on monthly basis. Thus
deployment/arrangement of the personnel should be in such a manner that there shatl
be no violations of any leave Rules and weekly off days. The tenderer will have o
bear cost of providing personnel for this work load/duty hours or weekly off.  The
said persons engaged by the service provider shall be the employee of the service
provider and it shall be the duty of the service provider to pay their salary every
maonth.

There is no Master and Servant refationship between the emplovees of the service
provider and this office and further that the said person of the service provider shall
not elaim any absorption in this office or the Government of India.

The Service Provider's personnel shall not claim any benefit/compensation/
absorption/regularization of services fromiin this office under the provision of
Industrial Disputes Act, 1947 or Contract Labor (Regulation & Abolition) Act, 1970,
Undertaking from the persons to this effect shall be submitted by the service provider
Lo this ofTice.

The service provider’s personnel shall not divulge or disclose to any person. any
details of office, operational process, technical know-how, security arrangements and
administratives organizational matters as all are of confidential ‘secret nature.

. The service provider’s personnel should be polite, cordial, positive and efficient,

while handling the assigned work. The service provider shall be responsible for any
act of indiscipline on the part of persons deploved by him. The agency shall be
bound to prohibit and prevent any of their emplovees from being intoxicated while on
duty, trespassing or acting in snv detrimental or prejudicial to the interest of this
office. The decision of the officer in charge upon any matter arising under the clause
zhall be final and binding on the agency.

That the persons engaged shall not be below the age of 18 vears or above the age of
45 years and thev shall not interfere with the duties of the employees of this office.
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The functional contral over the personnel deploved by the Agency will rest with this
office snd the disciplinary sdminisirativeTechnical control will be with the Agency.

12. This oifics may reguire the service provider to dismiss or remove from the site of
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work, any person or persons. emploved by the service provider, who may be
incompetent or for hsther thar nusconduet and the service provider shall forthwith
comply w i such requiremerts.  The Serviee provider shull replace immediately any
of its personnel. if they wre unueceptable to this office because of security nisk,
incompetenee. contlicl ol micrest and breach of confidentially or improper conduct
upon teve g writlen netice from office.

The servive provider hus 10 provide Photo [dentity Cards to the persons emploved by
him/her Lo carmying out e work, These cards are to be constantly displayed & ther
loss reporied immedintely.

14, The wransportation, foed, umiform. medical and other statutory requirements in respect

of emch personnel of the service provider shall be the responsibility of the service
provicer

. That the syeney will be wholly and exclusively responsible for payment of wages to

the porsons engaged by it i compliance of all the siaiory obligations under all
related fepisionons as applicabic w it from time to tme including minimum wages
Act, bimpooyees Provident Fund, ESI Act ete. and this office shall not incur any
liabilivy tor any expenditure whatsoever on the persons employed by the agency on
account o0 any obligation. The sgency will require providing particulars of EPF, ES]
of its emplovess engaged in this office; The Agency will comply all statutory
provisions of law, rules and revolmions of Act and keep this office informed abowt
any wmendarent 1o the law trom time (o time,

16. The scevice provider will submin the bill in triplicates o Director, RDTE, Coir Board

Complex. kuoloveor. Alleppey, 688522 pertaining to cleaning work Coir Board
Complex o respect of a parpecolor month in the first week of the next month, The
paymant will be released by the thand week of the following month afier subject to
certificine siven by the Olficer In- charge and production of documentary evidence
towards comutimee of PI/EST Service tax ete. of its staff for the previous month.
Income 1.0 shall be deducred w source as per the relevam Aet,

17, Payments 1o the service provider would be strictly on certification by the officer with

whom he [« atached that s serviees were satisfactory and the attendance as per the
bill preferred by the service provider.



18.

19,

20,

21,

22

23

24

25.

No wage/ remuneration will be paid o deploned persons for the Joss of absence from
duty,

The service provider will require the personnel for a shorter scned also, in case of
any exigencies as per the requirement ol this office,

The service provider shall provide a substitute well in alvonce if there is any
prabability of the person leaving the job due to his‘her own personal reasons, The
payment 0 respect of the overlapping period of the silstiiute shall be the
responsibility of the service provider.

The service provider shall be contactable pt all times and messapes sent by phone
femail/fax/special messenger from this office shall be acknow lodped immediately on
receipt on the same day. The service provider shall stricthy observe the instructions
issued by the Department in fulfillment ol the contract from time 1o Hime.

This office shall not be liable for any loss, damage, theft, burglnny or robbery of any
personal belongings, equipment or vehicles of the personnel of service provider,

. That the service provider on its part and through its own resonrees shall ensure that

the goods materials and equipments eic. arc pot damaged in 1he process of carrying
out the services underaken by it and shall be responsible for acts of commission and
omission on the part of its stalT and its employees ete. if this ol ice suffers any loss or
damage on account of negligence, defoult or thefi on the purt of the emplovees/
agents of the agency, then the agency shall he liable to compensate to this office for
the same or will be deducted for the monthly hills, The agency shall keep this office
fully indemnified against any such loss or damage. Any accicent casualty occurred
during the course of working to any staff engaged by the Apency; the responsibility
will remain with the Agency. For any accident or casuality occurred during the course
of working to any staff deployed by the agency, the liability thit will arise out of the
accident will be borne by the agency. The responsibility wall remiain with agency and
thiz office will no way be responsible for it o any other clause mentioned abave.

. This office will maintain an attendance register in respeect of the siaft deployed by the

agency on the basis of which wages’ remureration will be decided in respect of the
statf at all approved rates.

The successful bidder shall furmish a security deposit equivalent to one month’s bill
amount of the contract value in the form of an sccount payec demand draft drawn in
favor of the Secretary, Coir Board payable in Pathirapally, Alleppey or Fixed Deposit
Feciept from a nationalized / commercal bank or Bank CGuarantee from a
nationalized / commercial bank in an acceptuble form safegunrding the interest of this

g




26.

27.

30,

31

office in all respects. The security deposit shall remain valid for a period of sixty days
heyond the date of completion of all contractual obligations of the service provider.
The secunity deposit will be forfeited in case the supply of manpower is delaved
bevond the period stipulated by this office or non- compliance of the terms of
agreement by the service provider or frequent absence from duty/ misconduct on the
part of manpower is delaved bevond the period stipulated by this office or non-
compliance of the terms of agreement by the service provider or frequent absence
from duty/ misconduct on the part of manpower supplied by the agency,

The successful bidder will enter into an agreement with this office for supply of
suitable and qualified manpower as per requirement of this office on these terms and
conditions on non judieial Rs. 200/- worth stamp paper. The above stamp paper will
be arranged by the bidder for execution of agreement. The agreement will be valid for
a period of one year commencing from date of executing and shall continue to be in
force in the same manner, unless terminated in writing. The service charges / rate
quoted by the agency shall be fixed for a period of one year and no request for any
change/ modification shall be entertained before expiry of the period of one year. Any
statutory increase in wages /DA ete. is to be absorbed by the service provider, The
contact’ agreement is extendable by ome more year subject to satisfactory
performance of the agency and such amendments as mutually agreed to,

The service provider shall not assign, transfer, pledge or sub contract the performance
of services without the prior written consent of this office.

- The agreement can be terminated by either party by giving one month's notice in

advance. If the agency fails to give one month's notice in writing for termination of
the agreement then one month’s wages etc and any amount due to the service
provider from the office shall be forfeited.

. That on the expiry of the agreement as mentioned above, the agency will withdraw all

its personnel and clear their accounts by paying them all their legal dues. In case of
any dispute on aceount of the termination of employment or non- employment by the
personnel of the agency, it shall be entire responsibility of the agency to pay and
seftle the same,

In the event, if’ any dispute arises touching any of the clauses of the agreement, the
matter will be referred to the Director, Coir Board whose decision shall be binding on
both the parties.

- That if any amount is found payable by the bidders towards, wages, allowances and

statutory dues in respect of personnel or any loss 1o this office property, the same
shall be adjusted from the security deposit of the extent of the amount so determined



reserving right to recover the deficit amount through other modes of TECOVEr:
including the right to terminate the agreement without notice.

32. This office reserves the right to reject any or all the tenders without assigning any
reason whatsoever and the decision of the management shall be final and binding on
all the bidders.

P
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UNDER | AKING BY THI BIDDER

This s 1o certify that | ¢ before signing (s tender have read and fully
understood il the terms and con ons contained b ein and undertake myselfourselves
to abide by them,

Sipmature of the Tenderer with seal
Name:
Diesignation:
Address:

Phone No:

11



CHECK

Documents 1o he

Copy ﬂle:.'_E’-:E]:.'.I-:ITI:I.-'II] af Tirith

Copy of Registration cer /|

Copy ﬂfF.El_lﬂrﬂn'ln Cil il

Copy of Labour License

Copy of Income Tax Ret

years

Copy of Giosd ‘u.r'l-ar.u, | W

Copy of IS0 90011 - 2008

Copy ef PAN/T W Can

List of clients |[1|J1c.|1|1‘..b
executed with them

Proof of experience

Details of EMD tl-..r'w.m

Copy of VAT clea e

Rate quoted u:nmpl e Wi
Wages Act of Govi, of K
ather statutory provision

157 OF DOCUMI

.||1;-

e of EPF
eof BSI |

v of work

AT
Last 2 vears audived G ool
[rom Chartered Aecount |

1 Minimum

s SUBMITTED

1hited

St Lmitted

Mot
submittcd

sr lmst 2

gistration |

icate

ddiement

with all
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5 vnture of Bidder & Scal of Establishment

F Il “ame of Bidder w 'h nddress and date




PROFROM. . FOR TECHNIC Al BID

ANNEXURE-1I

Particulars

I be filled in by the tenderer

Name of the Agency

2 | Details of EMD
L. Amount o
ii. Drufl No,
iil, Dmte B -
iv. Issuing Bank _
3 | Date of establishment of the agenc: =
4 | Detailed office address of the agen. . with office
telephone number, fax number and aobile number
and name of the contact person .
5 | Whether registered with and holdic  license from
all concerned Govl. authorities incl Jing
registration under contract labour (| cgulation and
Abolition) Act 1970, {(Copies of al! crtificates of
registration 10 be enclosed) =
6 | PANTAN Mumber(Copy to be en. osed) - - =
7 | Labour License Number{Copy to b enclosed)
8 | Service tax registration number (C0 v 1o be
enclosed) - .
9 | EPF Registration Number (Copy 10 v enclosed) _
10| ESI Registration Number {(Copy 10 ' ¢ enclosed) .
Il | Whether the firm is blacklisted by . v Govt. Dept
orany crminal case is registered a, 1inst the firm
ar its owner purtners anywhere in | dia.(If no, a
certificate 15 1 attached in this reg: 1)
12 | Length of ¢xperience in the field .
13 | Experience in dealing with Govt, J partments
{Indicate the names of the Dept’s o | years of
dealing with those Departments an. attach copics
of contracts orders placed on the uy ney) .
14 | Whether agency profile is attached
15 | List of other clients o

Signature of Bidder

Office Seal




