Annex A – Scope of works
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to UNHCR Ukraine RFQ 2022-160 FOR THE ESTABLISHMENT OF A FRAME AGREEMENT FOR THE CLEANING SERVICES in UNHCR office in Vinnytsia for the period of 2 years
A- SPECIFICATION OF SERVICES
Technical proposal should include four separate offers for each city with indicated ability to perform each type of works, as following:

	No
	Type of works
	Frequency
	City

	1. 
	Daily cleaning services*
	5 times per week (during working days), offices – before standard UNHCR working hours (9.00-18.00), places for common use – during the working day
	Vinnytsia

26 Malinovskogo Str., 1920,20 sqm total area premise, 2500 sqm territory, 240 sqm flower and plant beds (garden)

	2. 
	Major cleaning with windows, glass doors and partitions 
	2 times per year
	

	3. 
	Cleaning interior and surrounding area
	Daily schedule
	

	4. 
	Garden and terrace maintenance**
	Daily schedule

	

	5. 
	Additional works upon request***
	Upon request
	

	6. 
	Cleaning the territory 
	Daily schedule
	

	7. 
	Provision of the necessary cleaning materials, supply and equipment for garden maintenance
	
	


*Description of Services for daily cleaning:
1. Cleaning of office and common spaces:

- Cleaning of working places (removing dust from furniture, office equipment)

- Removal of garbage and replace garbage bags

- Wet cleaning of window-sills, doors, skirting boards, panels

- Wet cleaning of the floor

- Dry carpet cleaning

- Kitchen cleaning

- Cleaning and washing of entrances, glass of entrance doors, stairs, territory
- Cleaning of dust absorbing carpets 

2. Cleaning of toilets and kitchens:

- Cleaning and disinfection of all surfaces
- Cleaning and disinfection of refrigerator and microwave at office – 1 time per week

- Dishes washing

- Removal of garbage and replace garbage bags

- Wet cleaning of window sills, doors, skirting boards, panels

- Mirrors and faucets polishing

- Replenishing consumables (toilet paper, liquid soap, air freshener, hand wipes) 

** Garden and terrace maintenance:

· Cut the grass along the office fence
· Cut the bushes 
· Clean up the territory and take out the garbage 

· Watering the lawn and plants - 3 times during summer period
· Irrigate paths
· Prevent the appearance of undesired plants
· Planting of plants and trees when necessary

· Pruning trees

· Fertilization and protection against bugs

-    Snow removal and treatment of paths from ice in the winter period 

-    Washing the surfaces of visors and street products with a high pressure device 1-2 times a year

Garden maintenance is required seasonally from April till November
***The list of additional works a Bidder should confirm to perform upon request:
1.
Dry cleaning (excluding materials):

· Cleaning of office textile furniture

· Cleaning of office false leather furniture

· Cleaning of office blinders

· Cleaning of office rugs
2.
Additional works:


•   Cleaning and painting of metal surfaces and products 

•   Painting of supporting walls
B – LOCATION AND VOLUME OF WORKS 

	Area address
	Square, Sq.m.
	Objects in the area
	Types of works

	Vinnytsia
26 Malinovskogo Str.
Office premise
	1920,20
	6 toilets (15 toilet cabins), 1 shower, 1 kitchen & canteen, 3 kitchenette, windows - 250 m2 
	Daily cleaning

	Vinnytsia

26 Malinovskogo Str.
Indoor territory
	240
	Flower and plant beds (garden) 
	Seasonal works

	Vinnytsia

26 Malinovskogo Str.
Adjustment territory
	2500
	Packing area and adjustment territory
	Cleaning of the territory; maintenance of street items; removing snow and ice in winter period


C – ADDITIONAL DOCUMENTS THE SUBMISSION OF WHICH WILL BE CONSIDERED AS AN ADVANTAGE
Bidder should submit a list of diplomatic missions in Ukraine which were provided similar services.
Bidder has to confirm in writing the list of the personnel they are providing to UNHCR, which is also the requirement for security purposes.
D – THE BIDDER SHOULD CONFIRM TO PROVIDE OVERTIME SERVICES: 
Bidder should confirm an ability to provide overtime or over weekend services upon request
E – STARTING DATE

            Bidder should confirm an ability to start services since 19/12/2022
The offer must include confirmation of the qualification requirements of the supplier:

• Confirmation of the availability of at least three officially recruited workers (or the possibility of recruiting) of permanent staff with relevant work experience and the provision of personal information of employees to UNHCR, to be agreed by the Supplier with the employees, in accordance with the legislation of Ukraine.

• Confirmation of the official employment of staff in the company, which will be involved in the provision of services for UNHCR with a salary that is at least equivalent to USD 200 per month after tax for full-time employment. During further cooperation with the successful applicant, the contractor should be ready at the request of UNHCR to provide a salary report.

• Work experience of providing cleaning services.

• Provide a list of companies, international organizations, diplomatic missions and relevant contact persons who can provide on-demand recommendations.

• Confirmation of the full financial responsibility of the bidder for the destruction of UNHCR property.

• The presence of a manager in the company in Vinnytsia, who oversees and controls the work performed, promptly responds to customer complaints and suggestions.

• Confirmation of availability of special cleaning equipment for cleaning and major cleaning (vacuum cleaner etc.), as well as suppliers and equipment for garden and lawn maintenance (scissors, shovels, brooms, scoops, etc.).
	NAME / ПІБ: ______________________________________________________
	

	

	SIGNATURE / ПІДПИС: ______________________________________________
	

	

	TITLE / ПОСАДА: ___________________________________________________

	

	E-MAIL AND MOBILE PHONE /  Електронна пошта та мобільний телефон_____________________________________________________________

	

	OFFICIAL STAMP / ПЕЧАТКА:
	
	
	

	
	
	
	

	DATE / ДАТА:
	
	
	

	
	
	
	

	
	
	
	

	By signing this document, the supplier confirms that he is familiar with and agrees to the terms of supply of goods, provision of services, performance of works /
	

	Підписанням цього документа постачальник підтверджує, що він ознайомлений і погоджується з умовами постачання товарів, надання послуг, виконання робіт 
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