TERMS & CONDITIONS PROVIDING MAINTENANCE & FACILITY MANAGEMENT SERVICES AT COMMERCIAL SPACE, BALAYOGI PARYATAK  BHAVAN, BEGUMPET ROAD, GREENLANDS, HYDERABAD

1. Tender Form duly filled in with particulars required therein should be submitted to the General Manager, (Tourism Plaza), APTDCL, Tourism House, Himayatnagar, Hyderabad on or before 03.00 P.M on 10.09.2009 and tenders will be opened at 03.30 P.M on the same day at the abovementioned address before the tenderers / or their authorised representatives.

2. The tenderer shall pay an amount of Rs. 5,000/- as EMD in the form of DD favouring APTDC Ltd., payable at Hyderabad. The tender offer without sufficient inadequate EMD will be forfeited.
3. The tenderer may inspect the premises proposed for Maintenance & Facility Management Services at his/her own cost before participating in the tender. For further information and purchase of tender form contact Supervisor (TP): (Mobile): 9948148884.The tender form can be purchased on all working days between 11.00 a.m to 4.30 p.m. before 10.09.2009.

4. The agreement has to be entered within 8 days after the finalization of tender with APTDC Ltd.  The party whoever gets the contract shall bear the cost of stamp paper.

5. The firms/Consortia who are in the business of providing Facility Management Services with an annual turnover of Rs. 50 Lakhs are only eligible to apply.   Firms who do not have this pre requisite will be summarily rejected.   Individuals will not be considered for participating in the tender. The bidder should furnish Company profile, Organization details or chart, list of work executed and executing at present, list of equipment owning, certificate from client including scope of services provided by bidder and client references with contact particulars. The decision of the authorised APTDCL officer is final. 
6. The tenderer should furnish documentary proof of his eligibility as per clause 5 above along with registration certificate, financial statement, details of Facility Management Services provided to other Corporates / Firms with a minimum experience of 3 years with Corporate (50,000 Sft. Area) and the tenderer should submit the invoices raised and details of the payments received for at least one year. 
7. For the purpose of evaluation of lowest tenderer, the tenders quoted for providing Facility Management Services will be considered.

8. APTDCL reserves the rights to cancel the tender without assigning any reason. The decision of Managing Director in this regard will be final.

9. APTDCL reserves the right to accept or reject any tender in full or part without assigning any reasons thereof.

10. The agreement will be entered with the bidder who will be awarded the contract for 2 years for providing the Facility Management Services in Paryatak Bhavan. 

11. The services for the same are to be provided as per the Scope of work mentioned from the date of entering into the agreements.

Accepted the above terms & conditions:
Name of the firm


:________________________________________

Name of the representative

:____________________

Designation of the representative
:____________________

Signature of the representative

:_____________________

OFFICIAL SEAL


:


SCOPE OF WORK

Facility Manager:

The person would be a Graduate from any discipline with at least 5-6 years of exposure maintenance and administration related activities of commercial premises. He/She would provide all the activities and coordination services as detailed
He shall be the overall in-charge of Operation and Maintenance of plants and equipments including premises. He shall report to the nominated person of PARYATAK BHAVAN at site. The Manager’s core competency would lie in having an eye for detail, planning & implementation of Systems and Procedures and controlling energy consumption by efficiently operating and maintaining the machinery. He would be responsible for the vendor management & OEM co-ordination from the client side related to all issues of the engineering services. 

He shall be responsible for tracking monthly and annual energy costs, and shall be able to set a practical energy use target for your facility, helping you to control costs and add the savings to your bottom line.

A team of FM and Administration Executives would support him. The person shall implement Service Management systems in coordination with our implementation team that shall be a unique program of services designed as per the requirements of PARYATAK BHAVAN to provide an exceptional facility services in terms of quality, dedication and an unparalleled commitment to excellence.

He shall be responsible for Service Delivery, Quality Control- adopting Quantitative Tools, Performance Measurement, and Client Relationship, Smooth integration between Engineering and Soft Services, MIS Generation, Financial & Budgetary Controls of Facility Management Services

His responsibilities would include;

· Preparation of Work Distribution Schedule 

· Monitoring of Facility energy distribution.

· Bills / Payment collection.

· Responsible for all housekeeping operations & activities of the place such as common area, lobbies, interiors, exteriors etc.

· Will report to the APTDC coordinator on a day to day basis

· Shall train the housekeeping staff for the adherence of personal & site hygiene.

· Shall develop customized schedules, each of which shall hold expertise in cleaning different types of facilities. 

· Will decide the shift timings & staff strength based on the occupancy

· Will be responsible for purchase of housekeeping materials, consumables & equipment’s. He will also maintain the required stock level for the same

· Arrange periodic training programs for all the housekeeping staff

· Will coordinate with the technical coordinator for any assistance from the technical department

· Will prepare the MIS & other reports for the housekeeping activities & ensure the budget is adhered to.

· Shall conduct internal inspections to improve the overall services.

AREA TO BE MAINTAINED

BUILDING AREA OF 95,323 SFT APPROX. The building common area including staircase, lobbies, utility rooms, compound, and common washroom etc. & the entire building are being considered for comprehensive facility management. 

THE SERVICES COVERED ARE

· House Keeping & Facility Coordination

· Engineering

· Gardening / Horticulture

· Security Services

· Other Periodic Services – 

· Pest Control

· Façade Cleaning

· Waste Management 

Upkeep
Working Days

: Monday to Sunday, both Days inclusive.

Working Hours
: 3 Shifts (First from 0700 hrs to 1600 hrs, 

                                      Second From 1400 hrs to 2200 hrs and Third from 2200 

                                      hrs to 0700 hrs). 

1. Electrical Systems 

1.1. Periodical Checks Of LT Panel 

· Check the incoming voltage.

· Check the individual feeder voltage wherever possible.

· Check for abnormal heating, for loose connections at terminations, MCBs and change over switches. 

· Check cleanliness of LT panel room.

· Check for all visual indications

· Check for any abnormal noise in all the panels.

· Check all earth pits physically and take earth resistance reading once a quarter.

· Ensure that the load current is with in safe value based on actual load.

· Check all cable terminations and tighten the connections if required.

· Check the feeders for operation.

· Draw-out all circuit breakers and tighten the connection and lubricate the rail mechanism and moving contacts.

· Check all connections against loose contact.

· Check for any loose crimping and cable heating.

· Check for proper insulation and earthing too.

· In case of power supply failure / fault for 15 minutes, inform the Facility Manager and co-ordinate with the APTDC team for speedy restoration of supply.

1.2. Electrical Installation:

· Operation and maintenance of the Electrical Equipment in accordance with the Manufacturer’s Instruction Manual.

· Read drawings. Updation of UPS parameters on hourly basis in logbook round the clock. Report any alarm to Supervisor. Check Battery Back up time once in a month.

· Check of all safety controls and Electric Switch Gears – Condition of Contractor fingers, oiling of pivots, tightening of connections to prevent sparking etc.

· Regular cleaning of Motors – Inspect Terminals & Clean, Check correctness of Readings

· Check UPS on hourly basis – Voltages, frequency, current

· Check of any irregularity in the UPS Systems or any other Electrical Panel etc.

· Check Voltage, Current, Frequency in each LT Panel

· Check Voltage, Current, Frequency, PF, KVA & KVAR, KW, & KWH of each HT Panel

· Check all the Cables, Bus Bars, Nut-Bolts, Insulation etc. for the Panels

· Replacement of faulty lights and fixtures.

· Replacement of any equipment/Switch gear due to normal wear and tear.

· Renovation of wiring or any control circuit.

· Carry out PM as per the annual PM Chart, which would be created by Bidder.

1.3. Fittings and Fixtures

· Check all fittings and fixtures like lights and power points regularly

· Clean all light fittings as and when necessary with the help of housekeeping personnel. 

· Replace the defective bulbs, tubes, chokes, starters etc.

1.4. Diesel Generator Sets

· Keep the D.G room clean

· Check sufficient amount of fuel, oil and water is available for running the DG sets.

· Check the starter battery, charger and electrolyte level in cells and tip-up with distilled water if required.

· Check correct water level in cooling tower and make-up-tank.

· Check output voltage and frequency from generators through indicating meters.

· Co-ordinate with the AMC contractor / supplier for routine maintenance. 

· Operate DG set manually if auto change over is not working.

· Co-ordinate with the vendors to perform B-Check, so that preventive maintenance can be carried out for the system.

· Operation and maintenance of the D.G. Sets in accordance with the Manufacturer’s Instruction Manual.

· Run D.G. Sets in synchronization as well in auto mode and independent.

· Maintain Hourly logbook and any abnormality to be brought in to notice.

· Refill the Day oil tank with requisite amount of HSD tank daily.

· Maintain the HSD stock at Min reorder Qty

· Maintain the Excise register for daily consumption of HSD and follow up with Purchase Function of APTDC for replenishment

· Check Electrical circuits and all the Panels on a daily basis

· Battery specific Gravity to be checked and logged daily and any abnormality to be brought in notice of APTDC as well maintain the specific gravity at specific level.

· Ensure no lube oil leak and HSD leakages from the DG Set and day oil tanks, as well no spillages while refilling the day oil tanks, clean DG sets on daily basis.

· Report any irregularity to the concerned

· Report Units generated by each DG Set every day and also the Per Unit Cost of each DG set.

1.5. HVAC

· Operation and maintenance of the Central AC Plants, Screw chillers, Reciprocating chillers, Split ACs and Window ACs in accordance with the Manufacturer’s Instruction Manual and in coordination with APTDC as per the requirement.

· Routine Checks of Blowers, Blower Motors, adjustment of Belt Tension and replacement of belt as required.

· Check and Clean Water Strainer on defined frequency and ensure adequate water level in the chiller circuit as well in cooling towers.

· Check and tighten all mounting Bolts of chillers and allied equipments.

· Check all electrical controls, leaks, electrical circuits, and renovation of any electrical/control circuits as required.

· Check Oil Level of Compressor Crank Case

· Check and Lubricate all Bearings

· Co Ordinate with Vendors for chemical dosing of the system.

· Co ordinate with Vendors for any repair of Circulation pump and chiller pumps.

· Check all Headers, Nozzles, Compressors, Cooling Coils, refrigerant Piping, accessories, Filters, Controls, Starters, Ducts, Grills, Water Pipes, Insulations, Wiring

· Cleaning of AHU filter on   every week ends or in night hours on staggered Basis.

· Cleaning of Chiller on daily basis. Cleaning of AHU filters on weekly basis, pump filters (Chilled water and Condenser).

· Observe Noise Levels and take corrective action in case of irregularity

· Maintain Desired Temperature at Chilled water outlet of Chillers as per  APTDC Requirement.

· Check Sprinklers and Float Valves of Cooling Towers for water level, debris and rust formation

· Check Fan assemblies for belt tension, oil levels, cleanliness, vibration & noise of Cooling Towers

· Check all Pipes, Valves, Joints, Strainers, Handles etc. and repair in case of spoilage (Cost of replacements will be borne by APTDC
· Draining and Flushing of Cooling Towers on quarterly basis – Clean Strainer and Fan Assembly, Check Fan Blade adjustment, Repack Motor Bearings, Scrap Basin.

· Regular Cleaning of Motors – Inspect Terminals & Clean, Check correctness of Readings

· Maintain all parameters of the Units and Log the same.
· Co ordinate with Vendors to perform complete Health Check-up of AC Systems in winters and keep them in healthy conditions for summers.
1.6. Water Supply and Fire Fighting

· Operation and maintenance of all Water Supply and Fire Fighting Equipment as per the Equipment List including Water Softener Plant, Pumps and Motors, in accordance with the manufacturer’s Instruction Manual

· Ensure Water supply at facility (toilet and in outer areas, Cafeteria and garden) for 24 hours a day and 365 days a year across the plot.

· Monitor that there is no over flow of water in Plant rooms ever.

· Check of Urinals, Water taps in toilets and in outer areas.

· Regeneration of water Softener and maintain logbook and the PPM records.

· Check & correct the Sprinklers, Pressure Gauges, Pressure switches, Nut-Bolts, washers, Gaskets, Leakages, Pipe Lines, Connections & Joints

· Check & rectification of Oil Filters, gaskets, washers, Guages, V-Belts, Engine Oils, Batter, Self and Engine Servicing of diesel Engines

· Check & rectify External & Internal Fire Hydrants – Control vales, First Aid Hose Reel, Hose Boxes & CP Hose

· For Water Softening Plants, Check Supply of Regenerating salt (25 Kg) per day, chlorine, valves, gear oil, pressure guage, gaskets, nut bolts, V-belts, rewinding of chlorine pump and brine tank motors

· For Raw water Supply Systems, Check & Rectify pressure guage, pressure switches, level controllers, gaskets, nut bolts, painting, water level indicators, pump seal, bearings valves, NRV, pump impellers, shafts, rewinding of motors and overhauling of pumps.

For Pump Control panel – Rectification of water level controllers, relays, fuses, main switches, indicators, contractors, amp. Meters, voltmeters, bulbar, and any modification of wiring/control circuit if required.

1.7. Smoke Detection System, BMS, ACS, PA System

· Warranty and AMC Management

· Operation, Monitoring and Maintenance of the Systems

· Tracking the readings and taking corrective actions

· Upgrading and modifying the control devices, as per requirement

1.8. Building and Carpentry Services

Civil Services and minor repair jobs provided by Bidder would include but not be limited to the following

· Carpentry Services provided under the general maintenance service would be limited to repair to damaged or worn out items. If the volume to be repaired is in excess of 1 Cft. Within an item of furniture, or is a complete sub-assembly (e.g. a complete table top), the same will be termed as a project and will be charged separately. Matching of colours / texture / shades will be done to the closest shade readily available. Materials will be supplied by you, or will be charged at cost.

· Plumbing Services provided under the General maintenance service would be limited to repair to damaged or worn-out existing items, with similar new / available items of similar / improved quality. Any addition / extension to an existing system or installation of a new item / system will be termed as a project and will be charged separately. Materials will be supplied by you, or will be charged at cost.

1.9. Reporting

Bidder will be able to submit the Daily, Weekly, Monthly, Quarterly, And half-Yearly and Annual reports as per the frequency and formats discussed and agreed between APTDC and Bidder. These Formats will be submitted by Bidder on commencement of Services at PARYATAK BHAVAN and will be mutually agreed.

The reports will include the following: 

· The Checklists, which will be prepared by the Bidder’s Supervisors for every equipment at PARYATAK BHAVAN.

· Reports on HSD consumption & Plan

· Report on Electrical Parameters

· Report on UPS Parameters

· Report on Air-Conditioning Parameters

· Report on Fire Fighting & Water Drainage System Parameters

· Report on the major Replacements & Repairs undertaken

· Report on Inventory Status of Spares and Consumables

· Report on forthcoming Preventive maintenance

· Report on Warranties and Macs of Equipment

· Report on Deviations to Response and resolution Time

· Report on Breakdowns

· Report on Spares Consumption (Highlighting abnormal consumption)

· Report on Water Consumption

· Report on Power Consumption and Energy Graphs

          The above reports are indicative. Final Reports and the Formats will be developed and finalized as mentioned above.

2. House Keeping Services 

2.1. Daily Activities 

· Thorough check of work force by supervisors for uniform, appearance, cleanliness and attendance before the start of work.

· Emptying of all waste paper baskets and central collection of paper waste. 

· Emptying of Common Area and Office Area ashtrays as often as possible.

· Periodic cleaning and mopping of the lifts, entrance and the floor lobbies and Toilet block (5-6 times a day).

· Cleaning of the Electric Rooms and AHU rooms in the presence of the respective Operators in the course of the day. This cleaning would only involve sweeping and mopping of the floor and removal of dust and cobwebs from the wall and ceiling and dusting and cleaning of doors and windows. The equipment in the room would be cleaned by the persons operating them.

· Regular cleaning, dusting and mopping of workstation and office interior

· Cleaning and mopping of all the utilities area in side the office area

· Scheduled cleaning / dusting of electrical and other fitting fixtures in the office area 

2.2 Weekly Jobs:

· Review of the daily work schedule.

· Polishing of all metal as per defined or fixed schedules

· Removal of cobwebs and stains from walls and ceilings.

· Sweeping & mopping of the building stairways.

· Cleaning of artificial plants, if any.

· Collect paper waste for disposal to garbage collector or handing over to charitable    organization over the weekend.

· Thorough cleaning of common and office area toilets with soap water and disinfectants.

· Implement Planned Preventive Maintenance Schedule and maintain the same.

3. Landscaping 

· Complete Garden maintenance 

· Maintenance of the planters

· Soil and manure would be added regularly to keep the plants healthy (cost of the consumables would be on re-imbursement basis and at actual)

· Seeds for seasonal flowerbeds would be supplied at actual cost

· All the gardeners would be equipped with necessary tools and pesticides.

· Prune and trim hedges and plants

· Weed lawns and mow them regularly

· Spray pesticides regularly

4. Security Services

· Safeguarding the safety of all occupants and visitors within the premises

· Safety of premises including and installed equipment

· Prevention of loss of equipment and assets

· Reconciliation of gate-pass and material movement

· Liaison with local police, traffic authorities, fire brigade and other government agencies

· Prevention of theft / pilferage

· Assistance in case of any emergency occurring on the premises

· Close co-ordination with the general maintenance and upkeep team to maintain and co-ordinate the safety and security systems installed in the building

· Key control systems- organizing, maintaining and updating of records.

· Checking of all vendors’ vehicles and maintaining vigilance to minimize pilferage / malpractice / theft at the receiving dock and other goods receivable / dispatch points

· Periodical rounds in the premises with and report for any unusual observations

5. COLLECTION OF LEASE RENTS of commercial space

· The lease rents have to be collected by the Contractor from all the tenants before 5th of every month.
· Notices to be issued to the defaulting lessees after seven days from 5th of every month with penalty clause imposing 2.5% of penal interest per month on lease rent and Maintenance charges.
· The lease rents collected by way of DD’s, drawn in favour of APTDC Ltd., Hyderabad has to be deposited as and when collected regularly.
· Lease rents are to be collected after deducting the Tax Deduction at Source (TDS) as per the provisions made in ‘Lease Deed Agreement’ and ‘Agreement For Services’.
· The Service Tax as applicable has to be collected duly raising the invoice every month.
· The TDS Certificate shall be collected by the Contractor from each lessee/tenant and submit the same to APTDC Ltd.
