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TERMS OF REFERENCE (TOR) CLEANING & OTHER SUPPORT SERVICES

A. Background

Maldives Fund Management Corporation Limited (MFMC) requires the effective provision of Cleaning &
Messenger service.

B. Scope of work

This is to provide Cleaning & Messenger service for one floor comprising two office spaces. All equipment and
products used for the cleaning service should be bought by the service providers.

1. Cleaning Service

The scope of the Contract shall include but not be limited to the following:
=  Cleaning of office space, meeting rooms and common area
= Cleaning of all bathrooms and their fixtures
= (Cleaning of the balcony

=  Cleaning of windows — internal and external

1.1. Offices / Reception

= Daily — paper/waste bins emptied & dustbin bags changed, Sweeping/mopping the floorarea

=  Three times a week - floors/carpets vacuumed.

= Two times a week — cleaning/dusting/vacuuming of fixtures such as cupboards, shelves, picture frames,
couches, chairs, desks and desk equipment

=  Once a week - cleaning/dusting/vacuuming of window-sides, doors, glass doors and glass partitions

1.3. Meeting / conference rooms

=  Daily — paper/waste bins emptied & dustbin bags changed; table tops cleaned; tables and chairs re-
arranged

= Three times a week — floors cleaned; fixtures cleaned

=  Once a week - cleaning/dusting/vacuuming of window-sides, doors, glass doors and glass partitions

1.4. Bathrooms
=  Daily - floors scrubbed, washed and dried

= Vanity top scrubbed, washed and dried
=  Fixtures cleaned and disinfected

1.5. Kitchenettes

Daily — Floors sweeping/mopping; table tops; sinks scrubbed, washed and dried, waste bins emptied and
dustbin bags changed.
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1.6. Balconies

Twice a week — litter cleared from the balconies, dusting the Railings & Fixtures

1.7. Windows cleaning

Once a month —inside and outside

2. Other Support Services

The contractor is required to assist MFMC in delivering consumables, documents and other items as instructed.
The scope of works includes;
= Delivery of documents
= Assist in delivery of purchased goods from shops to office
1. Supplies and equipment
The contractor should equip himself with all necessary tools and chemicals required for carrying out the work. A
dedicated storage room will be provided for storing the supplies and equipment.

C. Premises

Total office area: Approximately 200sgm (Including lift lobby)

Details Nos
Work stations 25
Executive rooms 2
Meeting rooms 2
Pantry 2
Toilet 3
Balcony 1

All parties are welcome to make a visit to assess the premise prior to submitting the bid. Floor plan could be
obtained, if required, at the visit to the premises.

D. Workschedule

The cleaning work will be carried out during the office working hours within the following time frame —
from 15:00 pm to 16:00 pm (all official public holidays excluded).

E. Payment

= Payment will be made on monthly basis.
= Payments will be made within 7 (seven) days upon the receipt of the invoice.
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F. Duration of contract

The contract will be initially for 1 year with the possibility of extension up to 12 months, subject to
satisfactory performance of the contractor. Contractor performance will be reviewed on an ongoing
basis.

G. Termination Condition

1. Based on the ongoing review, MFMC will have the right to issue immediate termination notice if
the contractor:
i. Fails to attend for 3 consecutive days without any written notice with reasons
ii. Fails to rectify/address and remedy any receipts of a notice of failure issued from MFMC,
within the agreed period
iii. Has beenissued 3 written notices of failure as stated in G. 1. ii
2. Agreement can be terminated by MFMC with a notice period of 1 month

H. AQualifications of contractor

Two years proven track record in rendering satisfactory services to similar offices. The personnel must
have training and experience in similar environments; and must not have criminal records.
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