SCOPE OF WORK
CARE Bangladesh

Hiring Service Provider for Cleaning Services Agreement.

With a view to keeping cleaning and maintaining hygiene all the time at CBDO toilets (7th to 8™
floor of RAOWA COMPLEX, VIP Road, Mohakhali, Dhaka-1206), it is necessary to hire vendors
capable of carrying out the jobs efficiently. Essential factors to be considered in this regard, but
not limited to, pointed out below:

Areas: Ladies and gent’s toilets, the washrooms in between the corridor in front of them of each
floor (7th and 8™) of CARE Bangladesh Dhaka Office, RAOWA COMPLEX, VIP Road, Mohakhali,
Dhaka - 1206.

Service require: for two years

Facilities available: Facilities in each floor 7t and 8 Floor:

Ladies toilet:
Type 7t Floor 8 Floor Total
Commode 4 4 8
Basin 4 2 6
Ablution Area 1 1 2
16

Gents toilets:

Type 7% Foor | 8™ Floor | Total
Commode 3 4 7
Basin 2 2 4
Urinals 3 2 5
Ablution 1 0 1
Area

17

Frequency of toilet use: Nearly 250 persons (CBDO staff -180, CARE staff from different Field
Offices-20, Visitors-50)

Cleaning Materials/tools: Materials related to toilet cleaning such as herpic, floor washing
detergent/soap/vim, broom, broom flower, duster, mop stick, toilet brush, toilet brush case etc.
will be provided by CARE Bangladesh. CARE will provide other materials for toilets such as Hand
towels, Toilet Tissue, Liquid soap, etc. for hand washing.



Uniform/Apron: Cleaners must be dressed in with vendor-supplied clean uniforms with apron,
shoes, and gloves.

Duty hours: From 8.00 am to 6:30 pm on each working day — Monday through Thursday except
Government holidays. (Including 30 minutes lunch break). However, working days may be
changed as per CARE BD decision and working hours will be adjusted accordingly.

Numbers of cleaners: To accomplish the total jobs 2 (two) dedicated cleaners are to be employed
(1 Male Cleaner for male toilets and 1 female Cleaner for female toilets) by the vendor. During
the leave orillness of any of the Cleaners, the vendor shall arrange an immediate replacement for
the vacant time at his own account (no additional payment will be made for such temporary
replacement).

Duties of Cleaners: Clean all toilets, washrooms, the toilet passage/ doors/walls/basins/toilet
windows/exhaust fan/hose pipes cabinet/duct areas, and other places of toilet areas of CBDO
from 7th and 8th floor as to keep them clean and dry for all the time. Care to be taken, so that no
bad smell exists, and to do so the cleaners will round the toilets from 7th and 8th floor after almost
every half an hour. However, the cleaners should perform their duty as per instructions of the
Administration Department of CARE Bangladesh. Make sure to perform a deep clean at least once
each month on the toilets on both floors using the machine.

Government Laws: The vendor will abide by all necessary Government laws in this regard.

Service Charge: The service charge quoted shall be inclusive of all related costs for the services as
mentioned above such as cleaners' wages, cost of uniform, cost of holidays/weekends to be
allowed to the cleaners, cost of temporary replacement due to sick leave, vat/taxes etc.

Selection Criteria:

Service provider/firm will be selected based on both Technical and Financial scores and
criteria. Evaluation committee members will review the technical proposal first and
upon receiving of successful technical proposal, the committee will scrutiny the financial
proposal of technically eligible firms. The ratio of technical and financial proposals will
be 70:30 respectively.

SL Criteria Points/Marks

01 | The reputation of the company/service provider; 20

02 | Quality of the service 25

03 Experience providing service to corporate 25
organizations, and international NGOs / Development
Sector.

04 | Financial Proposal 30
Total 100

Contact Information : Shanjib Kumer Das, Head of Admin, Transport and Field Operations
Coordination.



Terms of Payment:

CARE Standard Payment Terms are 30 days from receipt of goods or service and accurate &
complete invoice acceptable to CARE Bangladesh.

Others:

¢ At least one year of experience in a similar role with necessary training.

¢ For any late or absent, a penalty will be applicable and the penalty amount will be
deducted from the monthly bill. Penalty amount will be calculated per day salary amount.

* Except in cases of emergency, no outside movement is permitted during working hours.

e Personal Internet browsing and games by using mobile /any device will not be allowed
during office hours.



