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[a] Minimum Wages Act 1948.

[b] Contributory P.F. And Misellaneous Provisions Act 1952.
[c] Factories Act & M.P. Rules 1948.

[d] Contract labour [Regulation & Abolition Policies 1970].
[e] Payment of Wages Act 1936.

[fl Workman Compensation Act 1923 & any other Rules.
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Penalty for non performance:-

The bidder or an experienced supervisor engaged by the bidder shall personally visit
installation under operation daily in every shift & ensure work schedule is followed
strictly. He shall also ensure proper manning of each installation by authority
technician and by organizing the operator engaged by the bidder in such a manner tF,iat
all services are manned, operated by 24*7 hrs basis or as ordered by management. In
case it is found that any installation is not clean tidy penalty for each activity, ﬂot
performed as per schedule will be as given in Appendix-A
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Appendix-A
S.No. | ACTIVITY PENALTY REMARK
1 HOUSEKEEPING Rs. 200/- per| 1. The decision
A)Entrance/lobby/Floor cleaning Entrance/per lobby/per | of EIC IDA
v floor/per day Indore shall be
B) Toilet Cleaning Rs. 100/- toilet per day | final.
C) Staircase cleaning Rs. 50/- per floor per|2. Activity for
day per building which work was
D) Internal road of campus Rs. 100/- per day not performed
E)Terrace Rs. 200/- per building Satisfactory
terrace
G) Parking cleaning Rs. 100/- per day per
: building
H) Door/Windows/Ceilling/Glass/Wall| Rs. 100/- per floor per
Corner, etc.. day
I) Lifts
Rs. 100/- per lift per day
B SECURITY SERVICES Rs. 500/- per Guard per | Activity for
a) Security personnel not available in | shift which work was
duty. (Absenteeisum) not  performed
B) Found sleeping on duty Rs. 200/- per Guard per | satistactory
shift
C) Found intoxicated Rs. 200/- Per Guard per
shift
WATER SUPPLY
£ To found Water supply was not done | Rs. 500/- Per Mistake Any genuine
to unit timely/overflow tank/Common reason for break
pipe lline.Valves, leakages down will be
&(Absenteeism) considered
4. ELECTRICAL WORK Rs. 500/- Per activity All electrical
All electrical installation like control equipments
panel, Switch, sub-station be should be in
maintained as given in conditions of running
the tender. condition.(24
hours 7 days
- GARBAGE COLLECTION Rs. 200/- per day found | If not found
Garbage collection should be satisfactory
complete & neat & clean, no
debris/spill on floor
Emptying of bins Rs. 200/- per day found
6. HELPDESK/RECEPTION Rs. 200/- non
A)Resolves complain within in 3 satisfactory/conformance
hours & inform to concern staff
B) local complaints of unit will be
handled within 2 hours
7. CLEANING OF DRAINS Rs. 200/- per activity per | If ~ not  found
Drains should be clean regularly and | day satisfactory
it should be free flow
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SCOPE OF WORK

HELP DESK MANAGEMENT

E & M SERVICES (Electrical Supply, Water Supply & Plumbing,

Facial Cleaning, Fire fighting equipment,
comprehensive AMC).

HOUSE KEEPING MANAGEMENT

SECURITY MANAGEMENT

Lift efc

Including
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1- HELP DESK MANAGEMENT :

HELP DESK SERVICES

Single Point contact for all job requests/information.

LOSSITHEFT/ACCIDENTS MANAGEMENT

Co ordination with all service providers.

Help Desk Cperation Centre Round the clock (24X7)
Operation & Maintenance of Building Management system
Access Control System.

To watch incomer in building.

All other services which are required to full functionable the job.
It will be responsibility of the bidder to inform the concerne
department in case of any event of fire or any fault pertaining t
electricity, municipal corporation, Police department etc.

O

Scrutinizing of all incidence reports and their follow-up with th
agencies concerned.
Preparation of reports where necessary in coordination with the
service providers as well as the Developer and their follow-up.
Liaison with the Police and other officials.

The bidder shall be reaised an incident report internally.

File the FIR immediately.

Bidder shall carry out necessary investigation both internal &
external and report to Pradhikaran.
Biddar shall dully coordinate with government officials in tracking
the FIR.
Obtain necessary details with respects to the investigation and
tracking done by the government officials and brief the same to
Pradhikaran.
Bidder shall be in touch with the government officials and speed
up the investigation & tracking to close the FIR as soon as
possible.

Bidder will be responsible for any type of Theft and loss.
Incase of theft/loss amount will be recover from the bidder as per
market rate and those will be finalized by Chief Engineer
/Superintendent Engineer.

o

o
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OTHERS.

To assist the Developer in legal issues viz supply of documents
liaison with lawyers etc., ,
Liaison with Police, Various Govt Department to includ
Electricity, Fire, DOT and so un. T
Ensure all service providers comply with the statutory
requirements as per existing Govt. orders.
Escalation of wages shall not be accepted on any ground during
the period of the contract.

The service provider shall be contactable all the timne an
message send by phone/email/fax from office shall acknowledg?
immediately an reciept on the same day. The service provide{
shall strictly observe the instructions issued by the department i
full fillment of the contract from time to time. 1:
The service provider shall not assign/transfer/pledge or su‘
contract the performance of services without the prior written
consent of Engineer-in-charge. L
The contractor shall issue the photo identity card of the employe
who are deployed to execute the work.
The cleaning and housekeeping works are to be carried out in
such a manner that al! the premises always look neat and clean.
The manpower enaged should be trained in disposal of waste/
garbage so that disposal is carried out in the manner withoEt
affecting the environment as per pollution control directions.

The collected waste/garbage should be disposed off in
accordance with the relevant regulations/norms of IMC/govt.
agencey.

No burning of waste material shall be permitted in ht primises.
The waste/garbage collected shall be disposed off at IMC
disposal points at his own cost. ,
For Regular opertion of 06 lifts there must be regular supervision
and maintenance by lift company. The cost for the same will be
born by the bidder.
Reguler filling of fire equipments will be done The cost for the
same will be born by the bidder.
For repair and maintenance for the building the damages part
must be replaced and repair in same working condition The cost
for the same will be born by the bidder.
In compus the regular maintenance of plants in garden by experts
with all material and labour i/c watering.
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2= Scobe of E & M services:

Electrical Supply

To make sure about Operation & Preventive maintenance will b?
carried out as per specification/recommendation of criginal
equipments manufacturers,with coordination of companies.

Visual inspection of panels every day, cleaning of panel,
recording of various data including; voltage, power, energy a
different areas. Periodic checking of protection relays for correc&
operation, tripping etc. (L
Visual checking of sub-station and transformers as installe
including all Equipments. '
Visual inspection of main L.T. panel and capacitor panel,
checking of breaker operation, inform to the related company
aboutany blown control fuses/indicating lamps, recordin‘
readings of voltmeter, ammeter, KWH meter, etc. Cleaning of
panel and periodic checking of relays for proper tripping.
Visual checking and regular cleaning of all distribution boards,
checking of proper operation of MCB's tightening of any loos

" contacts and wires, inform to the related company about an

faultyMCBs/ELCB:s etc.

Visual checking feeder pillars and cables, cleaning of feeder
cables checking and tightening of loose connection, inform to th
relatad company about larps in street lighting poles, garde
lighting, faced lighting, Checking of cables & Cable Trays an
necessary attention etc.

Physical checking and attention of bus duct and bus risers for
loose connections, cleaning of bus duct, checking of bus duct
insulation by instruments, fire barriars, etc, tightening of nuts an
bolts for incoming and outgoing, checking of hot spot in bus ducts
and cables.

Watering of earth pits, checking of earth resistance by
instruments, tightening of all nuts and bolts and cleaning of all
joints, checking & attention of earthing system.

Ensuring continuity of power from systems and switching ON a d
OFF the breaker in case of tripping and power failure. Liaisons
with local electrical authorities for continuation of power and
checking and preparation of bills distribution. :
Ensuring Availability & Reliability of Power Supply to Il
Occupants as well as to the Common Services including allE &
Systems. Attention of all Breakdowns & Restoration of Power
Supply in the minimum possible time.

%
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Emergency supply Generation ar.d Distribution

Fire fighting & detection system:-

Water supply and Plumbing

In case of supply failure, agency has to intimate & coordinate with
Discom (MPPKVVCo. Itd) office to meet out the healthy electrical
supp|y again. Timely collection of Electrical Bills, Certification of
energy Consumption of bills, Collection of Cheque from &
Submission of Cheque to Discoms (MPPKWCo.) IDA office within
due date. ; !
Periodic Checking. & attention of HT & LT cables, Trays,
Raceways etc.

Visuals checking & attention of LT bus duct for loose joints, loose
suspension etc and rectifying the same, checking of insulation &
Temperature Rise by instruments. Temperature Measuring
instrument sha!l be provided by FM agency as per Norms.
Checking & Attention of the exhaust fans for any noise, balancing
works etc.
Standard operating procedure will be prepared and followed as
per the norms for disposal of waste & scrap.
Periodic checking and maintenance of all Electrical equipments
and Earthing system as per |S/National standards as applicable.
Annual operation of liasioning with AMC Vendor/Contractor and
Day to Day Execution of required maintenance AMC shall be the
Responsibility of RM AGENCY.

W

Complete checking & visual inspection of fire detection system
monitoring of all equipment to ensure their operation during cas
of fire. If necessary Agency has to intimate concerning fir
brigade immediately during case of fire.
Note:

In case where AMC of the manufacture or company is going to
expire before the completion period operating (agreemented)
agency than, operating agency is to intimate the department
before 03 month with scope of work of AMC.

@ @D <

Checking for water pumps, and accessories, water level in the
main tanks, overhead tanks etc., operation and maintenance of
all kinds of Water Supply, Distribution, Drainage, Sewage, Sums
& De-watering pumps installed in the building. Checking for water
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Housekeeping Management :

leakages and rectifying the same to ensure proper and regular
supply of water to the building.
Checking of rainwater shaft, drain shafts, toilet shafts, other
shafts etc for leakages or other defects and immediate
rectification of the same.

Cleaning of all tanks. :

To ensure that all sumps are maintained clean at all times.
Checking & Attention of all toilets and toilet fittings for loose
connections, leakages, etc in common area.
Cleaning of external drain periodically.
Ensuring adequate water supply to various drinking water outlets
and toilets.

Scope of Housekeeping works:

Daily Schedules:

Entrance lobbies

(i)

(ii)

(iii)

(iv)

(v)
(vi)

(vii)

(viii)

Common area cleaning in podium, floors, basements, terrace, al
Service Rooms, Park, Substation etc.

Toilets cleaning, maintaining and replacing toiletries  of
ladies/gents toilets.

Cleaning of all around the building periphery, driveways & roads.

All other services which are required for full house keeping
maintaining the building.

Wiping of the entrance glass doors on all the entrances.

—

Cleaning the entire common area at a convenient time with ou
hindering the occupants movement which includes sweeping,
mopping, scrubbing and buffing.

Periodical Wiping of the entire side walls (Complete dado)
Marble/Granite/Tiles

Periodical Dusting and wiping of all fixtures and furniture in all the
entrance lobbies.

Ensuring the shine on the signage.

Sweeping and smooth brushing of the lift floors- removal of all dirt
etc. throughout the day.

Dusting and Wiping of all the lift doors.

Periodical cleaning of the main tenant's directory.

20
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Glasses Cleaning:

e Glasses cleaning will be cone once a month as per the

schedules.

Toilets

1. Sweeping and mopping of the floor and keeping the floor clean
throughout the day.

Z. Mopping of all glazed tiles and keeping them clean.

Washing of all the urinals, closets and washbasins with mild soap
solution/cleaning solutions.

4. Ensuring the shine on the mirror throughout the day by periodic
cleaning using glass cleaner.

2. Replace toiletries such as fresheners, naphthaiene balls, hand
soap, tissue papers etc. as and when required. '

6. Clean all toilet fixtures and fittings.

7. Cleaning of the dustbins in the toilets periodically.
Staircases,
1. Sweeping of all the staircases and common landings.

2, Removal of dust, etc from the skirting top.

| &5

3. Ensuring that all the fire signages are cleaned by dusting anc
using a mild wet mop as and when needed.

4, Cleaning of all the fire escape doors.
o Cleaning of all the ceilings and walls for dust, cobwebs, etc.
g Throughout wipe all door handles, latches, tower bolts, etc.

Common Areas

1. Sweeping and mopping of all the common area floors including
Terrace.
2. Ensuring that all the glass doors are stain free and shining

throughout the day by using standard make cleaning solutions.
Keeping the lift car clean inside & outside.

4. Ensuring that all the signboards in the common areas are clean at
all times throughout the day.

B. Ensuring that the walls and ceilings for dust, cobweb etc.
All Service Rooms:

1. Removal of grease and dirt stains from the surfaces.
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8.

Surroundings:

1.

Exterior of the building:

Weekly Schedules:

el

¥e-

o

Cleaning of machine rooms and other sensitive areas floors, walls
and ceilings (in the presence of the operators in these areas).
The machinery itself will not be touched by the cleaning staff
since the operators will clean their own equipment cleaning of
ceilings and walls so that cobwebs, stains etc. are taken care of.

Cleaning of the car park area.

Cleaning of Sub-Station, HVAC Plant room, Pump, AHU Rooms,
Ventilation Rooms and other Service Rooms without affecting the
Operation of the Equipments.

Remove all the Cobwebs (Spider web) at the slab and other
areas.

Removal of all litter, mud, dust, etc within the periphery of the
building as and when felt necessary during the day.

Taking necessary precautions to maintain the entrance to the
building clean.

pu v

Clean the glass and other structures inside and outside with
suitable approved glass cleaner leaving no streaks behind.
Clean the metal frame- dust as well as use a mild wet mop so tha
no stains remain on its surface.
Extra care will be taken of the joints between the glass and th
frame so that no dust settles there.
Thoroughly cleaning and buffing of the granite/marble surfaces s
that the stone retains its shine and polish.
Keeping all external signage clean.

Cleaning of external wall & Surroundings.

—

[0

O

Thoroughly suction cleans the corners and ledges.
Cleaning of manholes, gully traps, rainwater pipes, sewerage
system, gutters and removal of debris from same.
Thorough scrubbing and buffing of flooring including the entrance
stairs. Attention should be paid that the floor retains its shine and
remains clean. Any defects, etc appearing on the flooring or
anywhere in the buildings will be immediately reported to the
developer.
Cleaning of all the vertical surfaces- marble/granite/tiles
thoi'oughly to ensure cleanliness.

Cleaning of all ceramic items with an approved solution.
Cleaning of the top terrace area of the building.

22
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Garbage collection

SECURITY MANAGEMENT :

e Collection & disposal of all garbage on regularly basis at least
e Maintain hygiene in the premises by routine garbage collection &

e Any spills or debris should be cleaned up prior to leaving this

e Any defects or improper working condition much be reported to

once in a day.
disposal safely to the IMC disposable point.
arsa.

EIC.

SCOPE OF THE SECURITY SERVICES:

@

Ensuring the complete safety and security of man and materials.
Parking and traffic management within the premises.

Effective involvement during the crisis management like fire
accidents and bomb threats and during periodical drills.
Visitor's management in common, and during other specia
occasions.

Having effective control on movement of materials in/out.
Physical guarding of entry/exit points.
Screening/directing of visitors.

Patrolling and guarding various common areas & surroundings {o
ensure adequate safety and security.
Assisting the occupants during the Emergency Evacuation of ihe
building.
Rescue operation of passengers stranded in the lifts/elsewhere -ir
case of mall operation of the lifts/other Equipments.

Complete Disaster Management in case of Emergency/Disaster.
Providing of Adequate Security as per the Requirement.
Ensuring and Monitoring the Operational condition of Boom Barrier
& Access Control System.
Liasioning  with appropriate agencies in case  of
emergencies/disaster & well equipped with their update contact
numbers.
Lodging of complaints/FIRs in case of emergency/disaster under
intimation to scheme no. 136 building.
Providing Security Services by deploying required number of
Security personnel and installation, monitoring and maintenance of
modern security system at scheme no. 136 building.
The Agency shall provide Security services by deploying adequately
trained and well disciplined security personnel to safeguard the

—_—

[
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Strictly RULES follow:-

// //{//‘ .24

scheme no. 136 building. moveable and immovable assets,
equipments and other items at the above address from any thefts,
pilferage or damage and also ensure safety of the employees,
visitors, guests or any other persons working in its scheme no. 136
building.
The security personnel shall be deployed round the clock in 3 shifts
at the Desktop of scheme no. 136 building to safeguard the
premises.
The agency shall be responsible for opening/closing of the building
and rooms as necessitated/directed by concern authority on working
and closed days.
The Agency shall maintain records of inward and outward
movement of men concern authority and also regulation of guests
and visitors, materials, etc with proper check on the same as per
instructions given from time to time by concern authority.
The security personnel deployed shall take regular rounds of the
premises to maintain vigil and remain alert.
The security personnel shall be duly trained in Fire Safety
Operations. They should be trained to operate various fire contro
equipment installed at scheme no. 136 building.
The Agency shall keep the Concern HOD informed and Advise on
all the matters of security and co-operate in the investigation of any
incident relating to security.
The agency shall be responsible for protection, menitoring of the
security gadgets installed at the Aannandvan premises and ensure
propek access control mechanisms.

&0

Remove face cover & open four wheelers glass at the time entry &
exit

Two wheelers only allowed by short gate

VIP four whezlers entry must be compulsory

Horn not allowed

In premises two & four wheeler speed max 10 km

Night 12 o’clock entry in register must be compulsory

Loading & unloading wheelers not allowed night 8 pm to 8 am
Newspaper hawker entry open at 5 o' clock morning in premises
Wheelers washer allowed morning 6 am to 10 am only

In case of without any police verification & ID card found any person
in premises strict action will be followed




DUTIES FOLLOW:-

All commercial wheelers allowed prior permission by the 1.D.A. If any
in convince in Traffic movement then tenderer agency will be
respohsible.
All vehicles must be maintain light deeper mode in time of entry in
night.

The Security Section will be responsible for the following:-

Regulate entry/exit main gates 1& 2

Time keeping for staff at Control Room

Maintaining keys box/Issues/Rotation of keys
Issues of entry/exit tokens/vouchers for stores/ration
Internal/external patrolling of the Building

Parking of vehicles/traffic control

Manning of guard posts

CCTC surveillance (when installed)

Fire and fire training programs/exercises

Assist in building scheme no. building Safety Program.

Coordinate all maintenance related complaints

Control Room Activities Follows :- -

>
>
>

>

Security Guard Follow

a)
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The following activities will be controlled from this location:-

Proper management of the access control system/time keeping.
Conduct surprise and others checks of I. cards of Staff and
regular contractors/vendors.

Maintain duplicate and Master Key Register.

Maintain other registers is as follows:-

i) Visitors Entry Register —

i) Staff Entry Register —

iii) - Labour Entry Register-

iv)  Vehicle Entry Register —

Ensure periodical rotation of keys.

Maintain supervision of the Fire detector and alarm system.
Maintain up to date list of ali-important Telephone Numbers and
addresses.

Receive all calls for maintenance, housekeeping, and security.

He will report at control room in time and follow the instructions of
the Security supervisor without fail.




b) He will receive briefing from the security supervisor/Head guard
on arrival which relates his daily duty and posting also.

C) During their tour of duty Security Guards are to ensure the

following:-

> Proper and clean turnout uniform and personal appearance:

»  He will be pleasant, courteous and pzlite in the execution of
his duties;

> Report to post allotted and takes proper briefing from
previous duty guard.

> . Check that all registers/Entries etc. are completed before
T/O duty and sign accordingly;

>  Ensure that unauthorized persons, staff or patients should
not enter in the area where they are not allowed to.

>  Check all vehicles; store trucks etc. entering/leaving the gate
and enter details in incoming and outgoing register;

> No township storef/item etc, would be allowed to proceed out
unless accompanied by gate pass issued by security section.
(A specimen copy of the gate pass, return/non-returnable
register, material inward/outward

> He has to be familiar with all the fire appliances in the area of
operation & report any defects to securlty section/control
room; will attend all the fire drills;

> Two main gates are to be locked by 10 P.Mto 6 A.M Hrs. No
vehicle is to be permitted IN/OUT during this period;

> Any persons found suspiciously loitering around area is to be
checked and reported to the security supervisor;

>  Check security of all door windows and the department in the
area of duty and all floors during his evening/night rounds.

> He will take proper care of the scheme no. 136 Building

- property and documents.

> He will not consume alcohol, or be found intoxicated whilst
on duty;

> He will perform duties as and when assigned to him by the

township authorities;

If any untoward incident happens in the premises he will immediately
bring into the notice of the security supervisor.
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