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TERMS OF REFERENCE (TOR)
C'

JANITORIAL SERVICES FOR
QUEZON C]TY HALL COMPLEX / QCU GAMPUSES / Q.C.

UNDERPASSES / QUEZOIUMEMORIAL,CIRGLE/ QCX MUSEUM /
OTHER GOVERNMENT INSTALLATIONS

1.0 RATIONALE AND BACKGROUND

The Quezon City Government, under the present administration, seeks to acquire
effective and efiicient janitorial services for the purpose of maintaining the cleanliness
and sanitary condition of the Quezon City Hall building and grounds and other
government installations.

ln view of the mandated functions of admintstering cleanliness, sanitatlon and
beautification of the various buildings. The hiring of private janitorial/is deemed
imperative to ensure the cleanltness of its working place and to prevent hazardous
elements that may surround the buildings in accordance to the city government vision of
a quality city.

2.0 DEFINIT'ON OF TERMS

The following words, expressions and abbreviations shall have the meaning hereby
assigned to them, except where the context requires otherwise.

1. CONTR.ACTOR - the indrvidual, firm, partnership, corporation. which undertakes the
contract of work herein de6cribed.

2. JANITOR/TRESS - refers to the janitorial agency personnel task to maintain
cleanliness and sanitation of the janitorial site.

3. SERVICE AREA - means buildings, premises, compound and offices of the City
Government.

4. HOUSEKEEPING PLAN - refers to the description of the activities and strategies to
be undertaken in accomplishing the Project objectives and scope of worUservices.
The housekeeping plan must demonstrate unequivocally the capability of the
Contractor to undertake satisfactorily the Project.

/
5 RESERVED JANITORIAL PERSONNEL - refers to the twenty percent (20%) of the

total ,|anitorial personnel that are readily available for posting at any given time in
cases of emergency or when need arises for special operations in any city
government installations and for special events and activities without additional cost
to the City Government

6. QCG - refers to lhe Ouezon City Government represenled by its City Mayor or his
representative.
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7. CGSD - refers to City General Services Department

8. QMC - Quezon Memorial Circle

3.0 PROJECTDESCRIPTION

The project, subject of this Terms of Reference (TOR), involves the undertaking of
maintaining the cleanliness, sanitary condition and beautification of all buildings and
landscapes areas of the area coverage including the maintenance of all

bu ildingsffacilities.

4.0 PROJECT OBJECTIVES

The project primary obiective is to ensure a clean, orderly and sanitized environment
free from any garbage. dirt. hazardous elements and unpleasant odor and to maintain
the building/facilities.

5.0 PROJECT SCOPE OF WORK

The scope of work under this project aims to ensure attainment of the Project
objectives. The following are the minimum activities to be undertaken to pursue the

aim.

1 cleaning and sanitizing of the following areas and building facilities, parts and

fixtures:

a. comfort rooms
b. lobbies
c. hallways/corridors
d. stairways
e, roof decks
f. window panels
g. glass panels/glass door
h. columns /post
i diffusers
j. fire exits
k. grounds
L and other building parts and fixtures

2 Gardening, Landscaping, beautificalion and cleanliness of lhe grounds

a. Parking lots
b. Streets and sidewalks
c. Fire truck lane
d. Alleyway
e. Canal and drainage
f. Covered walks
g. Planting strips, pockel and island gardens
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h. Q.C Hall Plaza
i. lnner quadrangle (between High rise and Treasury Bldg.)
j. Plaza Bonifacio pocket plant box and hanging wall plants
k. Lagoon and Gabriela Silang Eco Park
l. Parking Building
m. Play grounds

3. Cleanliness of local government offices, Executive Function Rooms, Legislative
Function Rooms and other activity areas

4. Maintenance of the building and other facilrties

The services to be rendered by the applicant shall essentially consist of providing
the following requirements stated hereunder, which is necessary for the
performance of janitorial, maintenance and landscaping services for the Quezon
Clty Hall buildings and grounds and other local government installations.

All labor
Appropriate tools and equipment
Service vehicle with markings and should be always available
Supplies and cleaning materials

5. ln urgent cases, the City Government may transfer Janitoritress from this service
area to other City Government owned/acquired properties/facilities, whether
within or outside of this line if public inlerest so demands. ll shall be covered with
Notce to Transfer from the CGSD duly conformed by the Contractor

6.0 CONTRACT DURATION

The Project has One (1) year duration effective on January 1,2025 to Decamb€r 31 ,

2025 but shall be subjected to a regular performance rating by the CGSD. The Cjty has
the rght to terminate the contract pursuant to ltem 15-0 of this TOR or any kind of
breach of contract.

7.O AREA OF COVERAGE AND MANPOWER REQUIREMENT

The Contractor shall provide one (1) safety officer, supervisor and appropriale number
of janitorial personnel to maintain the cleanliness and sanitatron as well as ior the
beautificatron of the Quezon City Hall building and grounds and other QCG installations
(this may vary depending upon the Contractor/applicants option to increase/decrease its
janitorial deployment).

,, Provision of 207o reEerved janitorial personnel as additional manpower as required by
the client which shall be made available in cases of emergency as may be determined
by the procuring entity, such as but not limjted to the following;

a) Emergency Situations

Fire
Earthquake
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Typhoon etc

b) Special operations, activtties and/or events of the QCG

c) Deployment to other QCG installations

l,,lo. of
Jaritorslgrcund

No. ol
gardenem/

landsc!P9f6-

22

1,1O. OF
MANPOWER

47

58

-l

SERVICE AREA

Quezon City Hall Compound
QC Hall Executive Bldg., Legislative

iBlds. & Treasury Blds

Quezon City Hall Grounds

NGO B ld_9

DRRMO B ldj
DPOS B

i Public Library Bldq
Comm-unrly Cente-_r Bldg
PDAO
SSDD Aru aan Bld
OSCA
Health dep! qldg.
Civic Bldq. A-Commerce Bldo
Civic Bldq B-Publrc Works Bldq
CivLc Bldg, c- Qvlt tsesls!ry qlqs

. D_ -_B_ldo. Regulatory Qffices
Civic B E - SSDD BId

Civic Bld F - Finance Bld
Q.C Hall Parking Building

Gabrlela Silang Eco Piir
O.C.-Hali Lagoon

oC unoeipiii (c,c Halt r)

_Ll-all U.ndelP ?s9)
Outside Quozon City Hall ComPound

QC Ulnderpass (OMC going to Philcoa
Undglp-q9!)
Heritage House-QMC
OCU - San Bartolome
QCU - Batasan
QCU - San Francisco
Kabaha i Center B Batasan Hills

GSD Warehouse, Bgy. Paligsahan
Drstrict Offices (1, ll,lll,lV & V

9
4
3

4

Civic B Ld9 l

t
9
q

9
7
6
7
J

2

2

4

7

4

4

2

7
7

go-ng to

2

I
4

4 40

D

2
10

-6
85

Qq Eeceptlqql Hous_e

Quezon Memorial Circle
QCX Museum
5 Storey Bldg with Roofdeck Evacuation
Center, Bonifacio St, Bagong Silangan,
QC anfront of B Hall

J

32E 32 360

3

Jb
6
6
J
2

6

10

6

6_
85
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8.0 PROJECTIMPLEMENTORS

The CGSD is the Office mandated to implement the project under Article Twenty,
Section 490, Title V, Chapter lll of the Local Government Code of 1991 (RA No. 7160)
which provides that the Office of the General Services shall "maintain and supervise

.lanitorial, landscaping and security of government public buildings and other real
property, whether owned or leased by the local government unit".

The CGSD shall coordinate with the respective Administrator of government installation
in the implementation of the proiect.

The QCG shall provide the Contractor an office space, water, electricity and telephone
services. The contractor shall be charge for utility consumption if the usage is not
related to the janitorial operation.

The QCG shall have the option to lransfer Janitorial personnel to other QCG installation,
when need arises.

9.0 PROJECT STANDARD & REQUIREMENT

9. 1 .1 All personnel must submit Health Certificate issued by the Quezon City Health
Department in compliance with Article 22, Section 83 of Ordinance No. SP-91,S-
93,otheruise known as the "Quezon City Revenue Code of 1 993'.

9.1 .2To ensure accomplishment of the Project objectlves, the following are minimum
performance requirements:

Keep designated Service Areas clean twenty four (24) hours a day seven (7) days a
week for the Project duration

"Clean" means -
a) Absence of garbage. litter, waste or similar materials from the building and its

surrounding.
b) Free from unpleasant and hazardous odor or materials.
c) Polished floors, starrways and other fixtures of the buildings.
d) Absence of dust, dirty markings on floors, walls, glass windows, odors and any

fixtures of the buildings.

1O.O TECHNICAL CRITERIA

10.1 . The bidder must comply with the technical criteria, which shall be the basis
of the evaluation of its technical proposal, as prescribed in the Guidelines of
Government Procurement Policy Board (GPPB) specifically Appendix 23 1.0 " whrch
states that it is recognized, however, that the proper and efficient procurement of
security and ianitorial services should be based not solely on cost, but should also take
into considerations a ranged of other factors, such as, but not limited to, length of
contract, standards of internal governance, adequacy of the resources, level of
trainings, and adherence to labor and other social legislation and minimum standards
set by the BAC-Goods, to wit,
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,/ Stability

.1. The bidder must have al least Five (5) years of experience in lhe field of janitorial

services-

2 The bidder must have the financial capacity during the duration of the contract to

supports its obligation as a Janitorial Agency with the City Governmenl.

3 The bidder must have the organizational capability of their Janitorial Agency in

response with the City's requirement and with a minimum of 450 janitorial

personnel.

Resources

1. lvlust have appropriate number of service vehicle, tools, equipment and cleaning
materials to be used by the janitorikess during their tour of duty

2. Must have appropriate number of qualilied and competent janitorial personnel to be

deployed in QC Hatt Compound and other Ouezon Clty Government rnstallation'

Organization

1. The Contractor should submit its detailed organization chart which should indicate an

established organizational structure to show its capabrlity to undertake the Project:

clearly identilied lines of authority and responsibility and the specific divisions

dedic;ted to each ol the needed seNice which are manned by full-time employees

personnel must be in accordance with the rates/policies prescribed by

bepartment of Labor and Employment (DOLE) and all applicable labor laws T
all personnel must also be provided social security and mandated benefits

skilied personnel salaries should be higher than the ordinary ianitor/tress

2. The Contractor shall exercise ir Labor Practice ; hence. the salaries of all ltsFa
the

hus,
The
and

supervisor salaries must be above to the salary of their subordinates'

3. To abide with the requirements of the client in accordance with

reasonable standards of performance

4. The contractor should comply with the DoLE Department Otdet 174 Series of 2017
particularly on section 14 - the mandatory registration and registry of legitimate

contractors. consistent with the authority of the secretary of Labor and Employment

to restrict or prohibit the contracting out of labor to prolect the rights of workers, it

shall be mandatory for all persons or entittes acting as contractors to register with the

Regional Office of the Department of Labor and Employment (DOLE) whete it

principally operates.

5. The contraclor should provide occupational safety and health officer to oversee

the safety in the workplace and compliance to basic health protocol (DOLE

Accredited Occupational Safety and H€alth training)

6. The Contractor shall provide certificate of Non-Delinquency from Philhealth, Pag-ibrg

Fund and Social Security System or to submit prool of payments for the past six
months to ensure thal the contractor is in compliance with all the Government
mandated benetits.
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Personnel
.1. A Contractor shall submit certificate of employment or .iob contract of all their

employees and Certificate of Undertaking that all personnel have undergone and
continue to undergo regular and periodic trarning and orientations on efficient and
effective janitorial and maintenance services to continuously improve the
performance of their duties and responsibilrties. Employees must also undergo
basic orientation on work ethics.

2. ln order to attain maxrmum efficrency in the performance of their duties, the
personnel to be deployed by the contractor should be physically fit.

3. All personnel must be provided with identification cards and agency uniforms
with agency logo (polo shirt, black pants and black shoes).

4. The Contractor shall at all times. during the term of the Contract. maintain in ils
employ the following required personnel with the appropriate qualiflcations, to
ensure that the servrce is being carried out properly and efficiently in the service
area includrng deployment of .lanitorial.

5. All Janitorial personnel shall be provided by appropriate tools and equtpment for
their respective assignments.

6. PPE such as safety shoes, harness, helmets, hand gloves, etc shall be provided
by the contractor.

POSITIONS REMARKS
QUEZOI{ CITY HALL COMPOUND
Janitorial Supsrvisor 2

Occupational Safety & Health Officer
or91!gd
Overhead
Overhead

Certification from the contractor that all
supervisors and personnel are
qualified to their positions.

1

Agcncy Driver 1

155an[ors,/tressJground sweepers

Land sq€pers/Gardeners zo

OC Underpass ( QC Hall going to QMC) 4

i OUTSIDE QC HALL COMPOUND

ioC Underpass (QMC gorng to Phrlcoa)

He ritage House - QMC

Kabahagi Center, Brgy Batasan

GSO Warehouse/Archives, Brgy
Pali han

4

2

3

2

District Action Ofiice (1, ll,lll. lV & Vl)

QC Receptionllouse

Quezon Memorial Crrcle

10

6

85

QCX Museum

Ouezon Crty Unrversrty

KORPHIL, San Bartolome

6

46

8
5 Storey Bldg wrth Roofdeck Evacuation
Center. Bonrfacio St, Brgy Silangan, QC
rnfront of Brqv Hall

3

; 360
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11.0 PROJECT IMPLEMENTAT]ON

The Project is to be implemented under a Fired Price contract where for a definite
price and in accordance with the stated proiect standards and requirements, the
contractor is expected to undertake the Project Scope of Work or Services.

A Housekeeping Plan (covering the service Area) shall be drawn up and submitted by

the Contractor as part of its Bid. This Housekeeping Plan should contain a description of
the activities and strategies to be undertaken in accomplishing the Project obiectives
and scope of worUservices.

The provisions included in this TOR are minimum requlrements, hence, the Contractor
is not precluded from improving thereon. ln essence, the housekeeping plan must
demonstrate unequivocally the capability of the Contractor to undertake satisfactorily
the Project.

The contents and attachments of the Housekeeping Plan should include the following:

a) Scope of services lo be rendered in the Service Area

b) organizational chart showing the organizational structure with the specific
division(s) dedicated to each of the services included in the Project

c) Personnel Schedule indicating the number of personnel and their
qualrfications (educatlonal attainment, training, and experience)

d) Equipment, tools, service vehicle and cleaning materials. List and

description (specification, type and use) of cleaning equipmenVmaterial per

service area

As a general rule, the contractor should be able to show documentary proof, where

applicable, to establish its legal, technical, and financial capabilities.

Duties and Responsibilities

1. The Contractor shall assist in the physical arrangement of QCG sponsored
and approved activities within the Quezon City.

2. The Contractor shall provide adequate ianitorial supervisors to act as

housekeeping consultants without cost to the QCG. They shall be

responsible in the supervision over its personnel and shall assume full

responsibility of their proper and efficient performance.

3. Provide manpower assistance in other agency installations within and

outside Quezon City as may be authorized by the QCG.

4. The Contractor shall be solely and exclusively responsible for any act or
omission of all its personnel during their assigned duty.

5. The discipline and administration of the janitors/tress shall conform to
existing laws and implementing rules and regulations.
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6. The Contractor shall assume full responsibility for occurrences arising from
negligence, fault, misdemeanor, or unlaMul act of its personnel and hereby
agrees to indemniry any loss, damage, destruction, or injury that maybe
sustained or suffered by the Client

7. The Contractor shall guarantee absolute non-occurrence of any form of
mass action protest, mass leave, or strike by its employees within the
Client's premises.

8. The Contractor shall provide their janitors/tress individual utility/janitorial
belt bag, PPE and have their individual tools & equipment required in the
performance of their duties.

Hereunder are the tools & equipment needed in the performance of their duties

QC HALL COMPOUND (Buildings, Grounds, and Underpasses)

,Eqqlpnent and tools Quanti
Vacuum cleaner wet and d hea dut
Pressure washer, heavy duty
Aluminum ladder, slandard size heavJ duty

i Grass cutter, heavy.duty
Floor polisher. he-avy .drlty

I Cordless Leaf Blower
Buggy, heavv dutv

I 2 way radio
Gun tucker, arrow brand
Trowel
Garden Fork

(r 50)

Pruner

I py pass lopper (pruner lofis !ype)
Hedge sh_ea(scissor)

I Rake
Shovel
Axe

. Waler hggqs (2q0 mtrs )
Water s rinklers
Wheel barrow
Push carts

1

2
1

6

2

1

2
4

i Trolley
Karet

I

1

2

1

Itak Hea Du
rPiko
, Grass scissor

Caution si n / Warni devices
lstalac (Nylon brush I inch) for the floor polisher

2

3
12

Pad holder with bracket
Mop Squeezer
Trash Bin with Car Bu Bi He Du

2
6
2
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QUEZON MEMORIAL CIRCLE/QCX MUSEUM

Equlpment a!q- !9-ol1
Aluminium Ladder
Bu , Hea Du
Floor Squeegee (|enSlh 2Jn)
q?utiorl sign
Pressure washer, Hea D
Floor Polisher

i l{qp

Quanti
1

4

:19!q.!99 (Nyl,o!-qrush f inch) tor floor polrsher
Pad Holder with bracket

KORPHIL {San Bartolome)

, -. Eqc!pmg!!q! d tools
Aluminium ladder, standard size hea du

Floor olisher. heaYL_d-u_ry
Buggy. heavy duly
Pruner
B ss lo er runer lon e
teqgq ![e_?r (!9]-9s9r)
Rake
Water hoses 200 mtrs
Water s rinklers
Wheel barrow
Push carts
Floor S uee ee len th 2m
Karet
lqI (l1e?YLQ!,!tvl
Piko
Grass Scissor
Trolle

!s_!al9q (Ny!o_!_p_[g9!_]-l r19h ) for Jl,o,ol polisher
Pad holder with bracket

QCU (San Bartolome)

P ru ner
B ssl runer lon e
Hed e shear sclssor
Rake
Water hoses 200 m

10

Qcq!!9
1

2

4t
1

1

1

1

1

1

1

1-:----_-1
1

l

?

-l

1

i'l

2
2

EqullrIrelt and !oo!B
Aluminium ladd_91._s_tq-1dqrd size heavy-d qgr

Quantity
1

Floor olisher. hea du
z- a ---
1
,l

I

trs.) _ _ _

1

1

1

l
4

Water s rinklers
Wheel barrow
Push carts

Grass cutter, hea du

BU , hea dut

ElSgr Sq'teesee (length 2m)
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Karet
Itak Heav Du
Piko
Grass scissor
Trolle
lslalac N

QCU (San Francisco )

lon brush f inch for floor lisher
Pad holder with bracket

,1

1

1

1

1

1

2

-1

inium ladder, standard size llgavy r!qty-, __.

,que4ilv
1

Eeu!pq, ent and tools
Alum
Trowel
Garden Fork
Pru ner
B ss lopper (plut'!g!' Lglg type_L
Hed e shear SCISSOT

Shovel
Axe
Water hoses (200 mtrs. )

Water s rinklers
Push carts
F lgolSqyeegee (lengt! 2m)
Karet
Itak H Du
Piko
Grass scissor
T-ro!ey
lstalac lon brush 1 inch) for floor polisherN

1

1

il
1 --
1

1

1
1

2

1

l
1

QCU (Batasan)

E ul menl and tools
Aluminium ladder. standard size hea du
Grqqq cq[e__1-[e:1vy Quty

i B9ggy, ht?try_g!.!ty
lPruner

B ass I runer lono

Quant

f

Caullon qrg_! / Warning devrces
Rake
Water hoses 200 mtrs
Water s rinklers
Wheel barrow
Push carts
Floor S lenuee ee
Karel
Itak (Heavy Dgty)
Piko
Grass scissor
Trolle
lstalac N lon brush 1' tnch )

...1-
for floor polisher i

3

1
1

2

1
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OTHER GOVERNMENT INSTALLATION

E tr m€nt I Tools
_y?Cyq!_9!9e!9|ryet and dry,
lf loor polishet hgavy duty

Ouant
l1e duta 1

1

1Buqqy, heavv duw
Trowel
Garden Fork
Pruner
Rake
Shovel
Water hoses L2!q mlrs )

fLg.-ol eqqeegee ength 2 m)
Caution siqn / Warni evlces

Trollgy _

lMop Squeezer

0
1

)
2as!

The consumables equivalent to Eleven Thousand one Hundred F ifty seven Pesos
and 84/100 (Php. 1 1 ,l 57.84) per person in a year (anitor/janitress) is itemized as

follows.

QUEZON CITY HALL COMPOUND and OTHER INSTALLATION (269 PAX)

tJanitor/tress Ground Swee er, Gardeners/landsca er
UNIT QTY1{ATERIALS

5gal

10can

50gal

Alcohol ,lsopropyl, 70% Solution For

Disinfection, per gallon

Air Frcshencr, Acrosol TYpe 280-320M1

All Purpose Cleaner, envlronmeotally f riendly

40pcgroom Sti(k wirh Handle (30'x13 xl )

30pc

IPatt

Broom 5tick, (Ting-Ting), Standard Sizc

Cotton Hand Gloves (medrum)

gaiClog Remover Solution

1gaicomplete wax, 5Ugal

10pcCotton Mop absorbent Sponge Floor Mop

6canDisinfectant sprav 400 gram

70pcDeodorant Cake, 100 Srams

630packDetergcnt Powder Soap, 800grms/pack, all

purpose, Bood quality

10pcDust Pan (Lata),9" w x 30' H

10pcDustpan (Plastrc), small
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UNIT QTYMATERIALS

1pc

pc 3

Dust Floor Mop,80cm with alunlrnunr Handlc

Dust Floor Mop Refill

6yrdFranela Cloth, 36'x35", cotron

60galFabnc Conditioncr, assortcd sccnt

can 5Furnilurc Polrsh, 330m1

80packGarb.rge Plastic (BiB), transparent (37x48),

100pcs/pack

gal 30Liquid Hand5oap, assorted scent

gal 55Liquid Bleach, Multi-purpose,
environmentally friendly

12pcMop Handle Stainlcss,5lt mctal scrcw lypo

pc 50Mop Head, cotton, 500 gram, white

pc 8Plastrc Spray Gun, Sooml

1pcPolrshrng Pad lS" dramcter for pohsher

pc 3
Push Brush wrth Nylon Bristles & wooden
handle

2pcRain Coat (Pocho), standard sizc

35klloRound Rags,6' diametcr, cotton

3wRubber Force Pump/plun8er, big, HD

10parrRubber Hand G oves, long & thick

2PaLrRubbcr 8oot5

30pcScrubbing Pad, 220mmr1a0mmx8mm

pc 1Strippins Pad 16" drameter for polisher

25pcSofr Broom

4pcTorlet Eowl Bru5h, plastic brrstle wrth pla5tic

h andlc

509a1

15

1pc

Toilct Eowl CIcancr, environ mcntally
frlendly, per gal

wastebasket, Non'Rigrd Plastic

Water Contarne, w/covcr plastic High Quality
(60lit)

pc

QC HALL COMPOUND and OTHER INSTALLATION (Consumable for two
hundred sixty nine (269) personnol in , month)
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QUEZON MEMORIAL CIRCLE / QCX MUSEUM 91

Janitor/tress, Ground swee

PAx)____'_.--.
?

U},IIT QWMATERIALS

6
Almhol ,lsopropyl, 70% Solution For

Disinfecticn. per gallon 9al

gai 8Air Freshner, assoded scent

IgalAll Purpose Cleaner, environmentally kiendly

pc 15Broom Stick wrlh Handle (50"x13"x3')

Pc 10Broorn Slick, {Ting-Ting), StandarC Size

ga 2Clog Remover Solutrorl

pc 35Deodcrant Cake i00 grams

50packDetergenl Polrder Soap. SCtgrms/pack, all
purpose. aood quality

pc 6Dust Pan (Lata), 9' rv x 30' H

pc 6oustpan (P ast c) small

pc 1Dust Floor l,4op. 80cm wlh alumrf uim Handle

pc 2Dusl Floor Mop Refill

ga1 10Fabrc Conditoner, assorted sceni

50packGarba,Je Plaslrc (B,g) lralspa'erl (37\48\

100pcs/pack

galLiquid Hardsoap, assorted scenl

20gaLiquil Bleach MrJlli-purpose env(onmerlally
fiendly

pc 12l!4op Handle Stainless. 5 tt metal screw lyp€

25pc[.,!op Head. cotlon,5C0 grarn, whire

pc 5Plastic Spray Gun 500m1

pc 2Poiishing Pad 16' dlameler for polisher

pc 2Push Brush wrlh Nylon Brislles & vroodeo

handle

pc 3Rain Coat(Pocho), standard size

kilo

parr

pc

10

3

Round Rags , 6' Crameter, cctloo

Rubber Hand Gioves, long & thick

Rubb€r Folce Pum!/plunger,big HD

pcScrubbing Pad 100mrnx70mmr8mm
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Sofi Broo"n pc 10

Tenanova,5Ugai 0al

Toilet Bowl Brush plaslic bristle lyith plaslrc
handle

pc 4

Toilel Bowl Cleaner, environmentally krendly
per gal

gal 20

QUEZON MEMORIAL CIRCLE/QCX MUSEUM (Consumable for nin6ty
one (91) personnel in a month)

TOTAL CONSUMABLE IN A MONTH

10. Except for the boots, quantity of items described as consumables, equivalent to two
(2) months consumption should be delivered one (1) week before the start of the
effectivity of the contract at the Building and Grounds Management Diviston
Stockroom, subject to inspection and verification by Movable & Property
Management Control Drvision and Central Warehouse Management Dlvision.

1 1. The next delivery for the succeeding months should be made. two (2) weeks before
the start of the ensuring month.

12. The Contractor shall not, during the exrstence of its services or anytrme thereafter,
disclose to any person or entity, any information concerning the affairs of the Client,
which the Contractor may have acquired by reason of its services.

13. The Contractor shall provide at its own expense, facilities for investigation and
solution of cases where its personnel have been involved in any way or another.

14. The Contraclor should be able to present all the required equipment, tools, service
vehicle and cleaning materials on the first day of the contract implementation,

15. The Contractor shall comply with the performance standards to be set by the City for
the duration of the contract,

12.0 BUDGET AND BASIS OF PAYMENT

The QCG has set the Approved Budget of the Contract (ABC) of ONE HUNORED
FOUR MILLION FOUR HUNDRED SIX THOUSAND SEVEN HUNORED FIFTY.NINE
PESOS AND 48/100 (Php '104,406,759.48) for one year.

PRICE CONTRACT payable in One (1) year for a minimum of THREE HUNORED
/ SIXTY (360) janitors/tress with provision for an assurance of twenty (20%) RESERVEO

JANITORIAL PERSONNEL as required by the QCG. The said amount includes
supplies, tools, equipment, service vehicle and janitorial supervisor.

paBe 1.5



ln case where the cost of the awarded contract is affected by any applicable new laws,

ordinances. regulations, or other act of the GOP, promulgated after the date of bid

opening, a contract price adjustment shall be made, or appropriate relief shall be

applied on a no loss-no gain basis.

Method of Pavment

Payment shall be based on actual services rendered by the contractor and based on

wage order No NCR-24. Strict monitoring shall be made by the GGSD rn order to

ensure the efficient performance of the service providers. Penalties for violalions made

by the contractor and its statf shall be deducted from the monthly billing-

The QCG shall pay the conlractor based on the latter's actual performance of the

Services under the contract and bid specifications taktng into consideration the number

of personnel posted, the contract rate per month and the deduction for penalties

committed, and other charges, if any. for that particular month

Processing of first payment shall be undertaken provided that the contractor has

complied,rith all the required equipment, tools, service vehicle and cleantng materials.

It shall be made upon the submission of the following documents:

.1. statement of Account (billing) - to be submitted by the janitorial Agency to the

GGSD twice a month (15'h & 3O'h of the month) for preparation of disbursement

voucher.

2. Daily Time Record (DTR) - to be submitted duly signed by the ianitor/tress, and

janitorial inspectors.

3. Daily Time Report Summary - to be submitted duly signed by the OCG

Administrators of different posts and CGSD authorized representative'

4. Certification / Summary of Expenses / Request of Allotment - to be prepared by

the cGSD along with the voucher to be signed by the city General services offlcer.

5. Certificate of Acceptance - to be prepared by the Movable Property Management

and control Division (MPMCD) and to be signed by city General Services officer tn

accordance to COA Circular 92-386,

13.0 EFFICIENCY / PERFORMANCE STANDARDS

To ensure that the janttorial servrces are effectively and efficiently provided for the QCG

benefit, strict monitoring and the following security measures should be lmplemented:

1 . Daily Activity Report - to be submitted by the contractor janitorial rnspectors to

the CGSD every last day of the week

2. Weekly lnspection Report - to be submitted by the cGSD janttorial inspector to

the chief, Building & Grounds Mgt. Division, and / or city General Services

Officer.
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3. Comfort Room Checklist - to be accomplished by the contractor's supervisors
and client inspectors on a daily basis.

4. Daily Janitorial Detail - to be submitted by the Contractor's janitorial supervisors
to cGSD-janitorial inspector to counter check the attendance of the janitor/tress
deployed.

5. Reshuffling of agency janitorial personnel - the City Government through CGSD
reserves the right to conduct monthly reshuffling of personnel in order to avoid

familiarization to City Hall operations and employees.

.I4.0 PENALTIES FOR VIOLATIONS

Disciplinary Actions - The QCG through the CGSD reserves the right to
demand for replacement of any personnel of the service provider who shall be

found lacking in discipline, rnefficient or negligent in the performance of duty.

Hereunder are the violations and their corresponding penalties that may be
imposed to the CONTRACTOR.

Light offense - offenses that pertain to non-compliance to the requirements and

stJndards of the QCG on the performance and physical appearance of the

employee deployed by the contraclor during the conduct of service

Offense PEnalty
Non-wearing of prescribed uniform and
rdentificatron card by the contractors P 500 per day
employee
qiry or unsanita ry servrce area P 5"0q p-e-t d,ay

lmproper qarbaqe disposal P5
Loafins / abandoni !s qfpog! P 500 p9t d?v

i

-Q
sino mobile hone while on dutyp P 500 per day

Grave Offense - offenses that directly impede the satisfactory delivery of the

service or scope of work according to standards and requirements set forth in

this Terms of Reference.

Offense Pena I

Lack of manpower required P 1 ,000 00/day / Janitor/tress

Failure to provide all the required P I,000.00/day / ltem / Janitor/tress
supplies & egqlpmenl
Non-complaance to existing P 1.000.00/day / Rule
Housekee ln rules
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15.0 SUSPENSION, CANCELLATION OR TERMINATION OF CONTRACT

The OCG may, without prejudice to other remedies available, (extra judicially) suspend,

cancel, or terminate this CONTRACT, after a thirty (30) day notice, in whole or in part,

due to default, insolvency, or for justifiable cause, or any ground which it deems inimical

to the CLIENT'S or public interest, which includes but not limited to the following:

a. When the CONTRACTOR s employee willfully and intentionally or through
neglrgence causes the death or has inflicted serious physical injury to any
person. employees, visitors or officials while inside the CLIENT'S premises

whether on off or official duty.

b. When the CONTRACTOR's employees have willfully and intentionally or through
negligence caused irreparable damage to the prestige or any interest of the

QCG, and destruction of OCG prope(ies and equipment.

c. when the QCG has violated other obltgations required under this contracl and

refused to comply and/ or remedy the violations within a reasonable period given

by the QCG.

d. When the QCG fails to pay the salaries of employees for any billing period

without just cause.

e. when the QCG finds the CoNTRACTOR to have failed in its obligation to any

of its employees based on the CONTRACTOR'S agreement with the QCG' thus,

affecting the state of morale and efficiency of one or of the entire force

f. When the CONTRACTOR decreased the number of employees without the

written approval of the QCG and if so given shall also result in proportional

reduction of contract price.

g. Failure to post the prescribed performance bond within ten (10) days after the

receipt of Notice of Awards.

h. ln case of force majeure and the CONTRACTOR is unable to deliver or perform

any or all of its obligations for a period of thio (30) calendar days afler receipt of

the notice from the QCG statrng that the circumstance of force majeure is

deemed to have ceased.

i. The QCG may terminate this CONTRACT, in whole or in part, if it has

determined the existence of condition/s that makes project implementation

economically, financially, or technically impractical and/or unnecessary, such as'

but not limited to, fortuitous event(s) or changes in law or national or local

government poltcies.

16.0 ASSIGNMENT/ PROHIBITION AGAINST SUB4ONTRACTING

This Contract or any portion thereof shall not be assigned, transferred, or ceded to any

other parties without the written consent of the QCG. The Contractor is further
prohibited from sub-contracting any obligation in this contract to any other party.
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17.O DAMAGES TO PERSONS AND PROPERTY

The Contractor shall be held liable for any injuries and damages and shall indemnify the
QCG or any person or owner of property, for losses sustained which may arise or in
consequence of the performance of this contract and against all claims, demands,
proceedings, damages, cost, charges, and expenses whatsoever in respect of or in
relation therelo.

Prepar v

_a_
GAYETAJE D

Acting C ief, Building & Ground Management Division
Special Operations Officer lV

v

. ESCUETA
City Glvernment Assistant Department Head lll * Operations<-r'

Noted by

AS
tce r-tn -Charge

City General Services Department
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TERMS OF REFERENCE (TOR)

JANITORIAL SERVICES FOR CITY-OWNED PUBLIC MARKET
LOCATED AT QUEZON CITY

1.0 RATIONALE AND BACKGROUND

The Quezon City Government, under the present administration, seeks to acquire
effective and efficient janitorial services for the purpose of maintaining the cleanliness
and sanitary condition of the Quezon City Government facilities.

ln vrew of the mandated functions of administering cleanliness, sanitation and
beauttfication of the various buildings. The hiring of private janitorial services is deemed
imperative to ensure the cleanliness of its working place and to prevent hazardous
elements that may surround the buildings in accordance to the city government vision of
a quality.

2.0 DEFINITION OF TERMS

The following words, expressions and abbreviatlons shall have the meaning hereby
assigned to them, except where the context requires otherwise.

1 CONTRACTOR - the individual, firm, partnership, corporation, which undertakes the
contract of work herein described.

2. JANITOR/TRESS - refers to the janitorial agency personnel task to maintain
cleanlrness and sanitation of the janitorial site.

3. SERVICE AREA - means buildings, premises, compound and facilities of the City
Government.

4. HOUSEKEEPING PLAN - refers to the description of the activities and strategies to
be undertaken in accomplishing the Project obiectives and scope of woruservices.
The housekeeping plan must demonstrate unequivocally the capability of the
Contractor to undertake satisfactorily the Proiect.

5 RESERVED JANITORIAL PERSONNEL - refers to the twenty percent (20%) of the
total janitorial personnel that are readily available for posting at any given time in
cases of emergency or when need arises for special operations in any city
government installations and for special events and activities without additional cost
to the City Government.

6. QCG - refers to the Quezon City Government represented by its City Mayor or his
representative.

7. CGSD - refers to the City General Services Department

QC(i.( (ist ).ADL,ItN r.5.r
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^ 
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3.0 PROJECTOESCRIPTION

The project, subject of this Terms of Reference (TOR), involves the undertaking of
maintaining the cleanliness, sanitary condition and beautification of all building and area
coverage.

4.0 PROJECT OBJECTIVES

The project primary objective is to ensure a clean, orderly and sanitized environment
free from any garbage, dirt, hazardous elements and unpleasant odor of various city-
owned public market facilities located at Quezon Ci$.

5.0 PROJECT SCOPE OF WORK

The Scope of Work under this project aims to ensure attainment of the Proiect
Objectives The following are the minimum activities to be undertaken to pursue the
aim.

1. Cleaning and sanitizing of the followrng areas and building facilities, parts and
fixtures

a. comfort rooms
b. lobbies/floorrng
c- hallways/corridors
d. stairways
e. other building facilities

The services to be rendered by applicant shall essentially consist of providing the
following requirements stated hereunder. which is necessary for the performance of
janitorial, maintenance services for the various public market facilities-

- All labor
- Appropriate tools and equiPment
- Servrces vehicle with markings and should be available at all time
- Supplies and cleaning materials.

2. ln urgent cases, the City Government may transfer Janitor/tress from this service
area to other City Government owned/acquired properties/facilities, whether

within
or outside of this line if public interest so demands. lt shall be covered with Notice
to Transfer from the CGSD duly conformed by the Contractor.

5.0 CONTRACT DURATION

The Project has ONE (1) YEAR duratron effective on January 1,2025 to December
31, 2025 but shall be subjected to the need of the City Government or once the
operations of the public market under City Government has ceased in the stated
services. The City has the right to terminate the contract pursuant to item 15.0 of this
TOR or any kind of breach of contract.

7,O AREA OF COVERAGE AND MANPOWER REQUIREMENT

The Contractor shall provide one (1)safety officer, one (1)supervisor and appropriate
number of lanitorial personnel to maintain the cleanliness and sanitation of the various
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city-owned public market facilities located at Quezon City. (this may vary depending
upon the Contractor/applicants option to increase/decrease its janitorial deployment).

Provision of 2O7o reserved janitorial personnel as additional manpower as required by
the client which shall be made available in cases of emergency as may be determined
by the procuring entity, such as but not limited to the following;

a) Emergency Situations
) Fte
- Earthquake
> Typhoon etc.

AREA QTY REMARKS
Janitorial Su ervlsor Overhead
Janitors/tress/swee er

1. Frisco Public Market
2. Pro ct 2 Public Market
3, Mur h Public Market

1

p

6
2
6

4. Kamunin Public Market lt

R

o
. _G_qlas Pullic Mqr[_eJ

Pro ect 4 Public Market
7. Roxas Public Market

14,
10
2
2

i
I

8. San Jose Public Market
TOTAL 50

8.0 PROJECTIMPLEMENTORS

The City General Services Department is the Office mandated to implement the project
under Article Twenty, Section 490, Title V, Chapter tll of the Local Government Code of
1991 (RA No. 7'160) which provides that the City General Services Department shall
"maintain and supervise janitorial and security services of the government publlc
buildings and other real property, whether owned or leased by the local government
unit.

The City General Services Department shall coordinate with the respective
Administrator of government installations an the implementation of the project.

9.0 PROJECT STANDARD & REQUIREMENT

9.1 .1 All personnel must submil Health Certificate issued by the Quezon City Health
Department in compliance with Article 22, Section 83 of Ordinance No. SP-91,S-
93,otherwise known as the 'Quezon City Revenue Code of 1993".

9.1 2 To ensure accomplishment of the Project objectives, the following are minimum
performance requirements:

Keep designated Service Areas clean twenty four (24) hours a day seven (7) days a
week for the Project duration

"Clean" means -
a) Absence of garbage, litter. waste or similar materials from the building and its

surrounding.
b) Free from unpleasanl and hazardous odor or materials.
c) Absence of dust, darty markrngs on floors, walls, glass windows. odors and any

fixtures of the buildings
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1O.O TECHNICAL CRITERIA

1 O.1 . The bidder must comply with the technical criteria, which shall be the basis
of the evaluation of its technical proposal, as prescribed in the Guidelines of
Gove.nment Procurement Policy Board (GPPB) specifically Appendix 23 1.0 " which
states that it is recognized, however, that the proper and efficient procurement of
security and ianitorial services should be based not solely on cost, but should also take
into considerations a ranged of other factors, such as, but not limited to . length of
contract, standards of internal governance, adequacy of the resources, level of
trainings, and adherence to labor and other social legislation and minimum standards
set by the BAC-Goods, to wit;

Stability

1. The bidder must have at teast Five (5) years of experience in the field of Janitorial
services.

2. The bidder must have the financial capacity during the duration of lhe contract to
supports its obligation as a Janitorial Agency with the City Government

3. The bidder must have the organizational capability of their Janrtorial Agency in

response with the City's requirement and with a mtnimum of 60 janitorial personnel.

Resources

'l Must have appropriate number of service vehicle. tools, equipment and cleaning
materials to be used by the janttor/tress during their tour of duty.

2. Must have appropriate number of qualified and competent janitorial personnel to be
deployed in various City owned Public Market.

Organization

1. The Contractor should submit its detailed organization chart which should
indicate an established Organizational Structure to show its capability to
undertake the Project. clearly identified lines of authoraty and responsibility and
the specific divisions dedicated to each of the needed service which are manned
by full-time employees.

2. The Contractor sha:l exerctse Fair Labor Practice; hence, the salaries of all its
personnel must be in accordance with the ratesipolicies prescribed by the
Department of Labor and Employment (DOLE) and all applicable labor laws.
Thus, all personnel must also be provided social security services and mandated
benefits. The supervisor salaries should be higher than the ordinary janitor/tress.

3. To abide with the requirements of the client in accordance wtth
reasonable standards of performance.

4. The contractor should comply with the DOLE Department Otdet 174 Series of
2017 particularly on section 14 - the mandatory registration and registry of
legitimate contractors. Consistent with the authority of the Secretary of Labor and
Employment to restrict or prohibit the contracting out of labor to protect the rights
of workers, it shall be mandatory for all persons or entitres acting as contractors
to register with the Regional Office of the Department of Labor and Employment
(DOLE) where it principally operates.

5. The contractor should provrde occupational safety and health officer to
oversee the safety in the workplace and compliance to basic heallh protocol
(DOLE Accredited Occupational Safety and Health training).
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6. The Contractor shall provrde Certificate of Non-Delinquency from Philhealth. Pag-ibig
Fund and Social Security System or to submit proof of payments for the past six
months to ensure that lhe contractor is in compliance with all the Government
mandated beneflts.

Personnel

1. A Contractor shall submit certificate of employment or job contract of all their
employees and Certificate of Undertaking that all personnel have undergone and
continue to undergo regular and periodic trainings and orientations on efficient
and effective janitonal services to continuously improve the performance of their
duties and responsibilities. Employees must also undergo basic orientation on
work ethics.

2. ln order to attain maximum efficiency in the performance of their duties, the
personnel to be deployed by the contractor should be physically fit.

3. All personnel must be provided with identification cards and uniforms

4. The Contractor shall at all trmes, during the term of the Contract, maintain in its
employ the following required personnel with the approprjate qualifications, to
ensure that the service is being carried out properly and efficiently rn the service
area including deployment of lanitorial.

5. All Janitorial personnel shall be provided by appropriate tools and equipmenl for
their respective assignments

6 PPE such as safety shoes, harness. helmets, hand gloves, etc shall be provided
by the contractor.

11.0 PROJECT IMPLEMENTATION

The Project is to be implemented under a Fixed Price Contract where for a definite
price and in accordance with the stated project standards and requirements, the
contractor is expected to undertake the Project's Scope of Work or Services.

A Housekeeping Plan (covering the Service Area) shall be drawn up and submited by
the Contractor as part of its Bid. This Housekeeping Plan should conlain a description of
the activities and strategies to be undertaken in accomplishing the Projecl objectives
and scope of work/services.

The provisions ancluded in this TOR are minimum requirements: hence, the Contractor
is not precluded from improving thereon. ln essence, the housekeeping plan must
demonstrate unequivocally the capability of the Contractor to undertake satisfactorily
the Project.

The contents and attachments of the Housekeeping Plan should include the following.

a) Scope of services to be rendered in the Service Area

b) Organizational Chart showing the organizational structure with the specific
divisaon(s) dedicated to each of the services included in the Proiect

c) Personnel Schedule indicating the number of personnel and their
qualifications (educational attainment, kaining and experience )
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d) Equipment, tools, service vehicle and cleaning materials. List and
description (specification. type and use) oI cleaning equipmenUmaterial per
service area

As a general rule, the Contractor should be able to show documentary proof, where
applicable, to establish its legal, technical and financial capabilities.

Duties and Responsibilities

The Contractor shall provide adequate janitorial supervisor to act as
housekeeping consultants without cost to the City Government. They shall
be responsible in the supervision over its personnel and shall assume full
responsibility of their proper and efficient performance.

2. The Contractor shall be solely and exclusively responsible for any act or
omission of all its personnel during their assigned duty.

3. The discipline and administration of the janitors/tress shall conform to
existing laws and rmplementing rules and regulations.

4. The Contractor shali assume full responsibility for occurrences arising from
negligence, fault, misdemeanor, or unlawful act of its personnel and hereby
agrees to indemnrfy any loss, damage, destruction or injury that maybe
sustained or suffered by the Client

5. The Contractor shall guarantee absolute non-occurrence of any form of
mass action protest, mass leave, or strike by its employees within the
Client's premrses.

6. The Contractor shall provide their janitors/tress indrvidual utility/janitorial
belt bag, PPE and the following tools & equipment required in the
performance of their duties

A). Tools and Equipment

Pressure Washer Hea Dut unit
pcs 20

12pcs
unit
pcs I

Sewer rod (Heavy Duty) 1" x 50 pcs I
Water host 200 meters wth connector
Melal scoop / sand scoop
Mop Squeezer
Wooden Hacksaw
Metal Hacksaw
Claw bar 30"
Claw Hammer

pcs I
pcs
pcs
pcs
pcs

PCS I
pcs 8
Set
unil

S ade Shovel
Pointed Shovel
Bu Hea Dut
Alumrnum Ladder 8 Foot

Drum Heavv duty Plastrc

B) The monthly consumables equivalent to Elevon Thousand One Hundred Fifty-
Seven Pesos and 84 /100 only (Php. 11,157.84) per peBon in a year Uanitor/tress) is
itemized as follows

1

I

z0
I
I
8

8

I
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VARIOUS PUBLIC MARKET (s0 pax)

Torlel Bowl Cleaner environmenla ly Ir,endiy.i}ei Eai e3!

pcWaier pail, clastic (29al)

Consumable for fifty (50) personnel in a month

7. Except for the boots, the quantrty of items described as consumables, equivalent
to one (1) month consumption should be delivered one (1) week before the start
of the effectivity of the contract

8. The next delivery for the succeeding month should be made, two (2) weeks before
the start of the ensuring month.

9. The Contractor shall not, during the existence of its services or anytime thereafter,
disclose lo any person or entity. any information concerning the affairs of the
Client, which the Contractor may have acquired by reason of its services.

'10. The Contractor shall provide at its own expense, facilities for investigation and
solution of cases where its personnel have been involved in any way or another.

1 1. The Contractor should be able to present all the required equipment, tools,
service vehicle and cleaning materials on the first day of the contract
implementation,

7

UNIT QTYMATERIALS

gal 6Arr Freshener, assorled scent per gal

gal 5All Purpose Cleaner environmentally fnendly

Broorn Stick w tl. Handle (50'x13'x3') pc 15

12Broom Stick, (Ting-Ting), Standard Size pc

gal 1Clog Remover Solut on

can 5Dlsinfeclanl spray 400 gnrs

pc 30Deodorant Cake 100 grams

pack 50
Delergenl Pov,/der Soap, 800grms/pack, all punose

aood qua|ly

pc

pc 6

Dust Pan (Lala),9'w r 30'11

Dustpan (Plastic), small

Fabric Conditioner, assorle{ scent

Garbage Plaslic (Big). transparent (37x48), 100pcs,:pack

gal

pack 2C

gal

gal

pc

7

7

I

Liquid Handsoap assorted scenl

Liquid Bleach, Multi-purpose, envrronrnenlally fflend /
Mop Handle Slarnless 5 tt metal screw rype

lo

10

3

pc

krlo

DC

pat I

Mop Head, cctton,500 granr, whrle

PJsh Brush !v,lh f,ylon Brislles & !ryooden hand e

Round Rags, 6' diameler cotlon

qubber Force Pufirplplunger,big. HD

Rubber Hand Gloves, long & thick

9ar

pc

pc

5

30

8

5

Rubber Bools

Scrubbing Pad. 220Tmx140mmx8mm

Torlet Bowl Brush, plastic brislle wrlh plaslc nardie

Soft Broom

pc
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12 The Contractor shall comply with the performance standards to be set by the CiV
for the duration of the contract.

12.0 BUDGET ANO BASIS OF PAYMENT

The City Government has set the Approved Budget of the Contract (ABC) for ONE
YEAR amounting to FOURTEEN MILLION FIVE HUNDRED THOUSAND NINE
HUNORED THIRTY EIGHT PESOS AND 82/'t00 (Php. 14,500,938.82) for one year.

/
PRICE CONTRACT payable in one year for a minimum of FIFTY (50) janitors/tress

with provision of an assurance of twenty (20%) RESERVED JANITORIAL PERSONNEL

as required by the QCG. The said amount includes supplies, tools, equipment, service
vehicle and janitorial supervisors

ln case where the cost of the awarded contract is affected by any applicable new laws,

ordinances, regulations, or other act of the GOP. promulgated after the date of bid

opening. a contract price adjustment shall be made or appropriate relief shall be applied
on a no loss-no garn basis

Method of Payment

Payment shall be based on actual services rendered by the Contractor and based on
Wage Order No NCR-24. Strict monitoring shall be made by the City General Services
Department in order to ensure the efficient performance of the service providers.

Penalties for violations made by the contractor and its staff shall be deducted from the
monthly bilIng

The City Government shall pay the Contractor based on the latter's actual performance
of the services under the contract and bid specifications taking into consideration the
number of personnel posted, the contract rate per monlh and the deduction for penalties
committed, and other charges, rf any, for lhat particular month.

Processing of first payment shall be undertaken provided that the contractor has
complred with all the required equrpment, tools, service vehicle and cleanrng materials.
It shall be made upon the submission of the following documents:

1. Statement of Account (billing) - to be submitted by the janitorial Agency to the City
General Services Department (CGSD) on a monthly basis for preparatron of
disbursement voucher.

2. Daily Time Record (DTR)/ - to be submitted duly signed by the lanitor/tress,
janitorial inspectors.

3. Daily Time Report Summary - to be submitted duly signed by the OCG
Administrators of different posts and CGSD authorized representative.

4. Certification / Summary of Expenses / Request of Allotment - to be prepared by
the CGSD along with the voucher to be signed by the City General Services Offlcer.

5. Cert:ficate of Acceptance - to be prepared by the Movable Property Management
and Control Divasion (MPMCD) and to be sagned by City General Services Officer in
accordance to COA Circular 92-386.
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13.0 EFFICIENCY / PERFORMANCE STANDARDS

To ensure that the janitorial services are effectively and efficiently provided for the City
Government's benefit, strict monitoring and the following security measures should be
implemented:

1. Darly Activity Report - to be submitted by the Contractor janitorial inspectors to
the CGSD every last day of the week.

2. Weekly lnspection Report - to be submitted by the Agency janitorial inspector to
the Chief, Building & Grounds Mgt Division, and / or Ci$ General Services
Ofllcer.

3. Comfort Room Checklist - to be accomplished by the contractor's supervisors
and client inspectors on a darly basis

4. Daily Janitorial Detail - to be submitted by the Contractor's janitorial supervisors
to Market Development Administration Department / City General Services
Department to counter check the attendance of the janitor/tress deployed.

5. Reshuffling of agency janitorial personnel - the City Government through CGSD
reserves the right to conduct reshuffling of personnel.

14.0 PENALTIES FOR VIOLATIONS

Disciplinary Actions - The City Government through the CGSD reserves the
right to demand for replacement of any personnel of the servtce provider who
shall be found lacking in discipline. inefficient or negligent in the performance of
duty

Hereunder are the violations and their corresponding penalties that may be
imposed to the CONTRACTOR.

Light offense - offenses that pertain to non-compliance to the requirements and
standards of the City on the performance and physical appearance of the
employee deployed by the contractor during the conduct of service

Offense
Non-wearing of prescribed uniform and
identiticatron card by the contraclors

lm ro r arba

PenetV

P500.00 per day
em lo ee
D!r!y or y19a1ltary service area - P5_00.00 per day

P500.00 per dayge !r_sposql
lgafiry l4bqldoning of post ! day
Usin S llobrLe p.hone while o1 dqW P500.00 per day

Grave Offense - offenses that directly impede the satisfactory delivery of the
service or scope of work according to standards and requirements set forth in
this Terms of Reference

P
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Offe4se
ower required

Penal ty
P 1 ,000/day / Janitor/tress

Failure to provide all the required
sqppligs & eqUipment
Non-compliance to existing,

P 1,000/day / ltem / Janitor/tress

P 1,000/day / Rule
Housekee ln ru les

15.0 SUSPENSION, CANCELLATION OR TERMINATION OF CONTRACT

The CLIENT may, without prejudice to other remedies available, (extra judicially)

suspend, cancel, or terminate this CONTRACT, with prior notice, in whole or parl. due

to default insolvency, or for justifiable cause. or any ground whlch it deems inimical to
CLIENT'S or public interest, which include but not limited to the following

a, When the CONTRACTOR's employee wrllfully and intentionally or through
negligence causes the death or has inflicted serious physical injury to any
person, employees, vrsitors or offrcials while inside the CLIENT'S premises
whether on off or officral duty.

b. When the CONTRACTOR's employees have willfully and intentionally or through
negligence caused irreparable damage to the prestige or any interest of the
CLIENT, and destruction of CLIENT's properties and equipment.

c. When the CONTRACTOR has violated other obligations required under this
contract and refused to comply and/ or remedy the violations within a reasonable
period given by the CLIENT

d. \r'Vhen the CONTRACTOR fails to pay the salaraes of employees for any billing
period without just cause.

e. When the CLIENT finds the CONTRACTOR to have failed in its obligation to
any of its employees based on the CONTRACTOR'S agreement with the
CLIENT, thus, affecting the state of morale and efficiency of one or of the entire
force.

f. When the CONTRACTOR decreased the number of employees without the
written approval of the CLIENT and if so given shall also result in proportional
reduction of contract price.

g. Failure to post the prescribed performance bond within ten (10) days after the
receipt of Notice of Awards

h. ln case of force majeure and the CONTRACTOR is unable to deliver or perform

any or all of its obligations for a period of thirty (30) calendar days after receipt of
the notice from the CLIENT stating that the circumstance of force majeure is
deemed to have ceased.

The CLIENT may terminate this CONTRACT, in whole or in part, if it has
determined the exrstence of condition/s that makes project implementation
economically, financially, or technically impractical and/or unnecessary, such as,

but not limited to, fortuitous event(s) or changes in law or national or local
government policies.
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16.0 ASSIGNMENT/ PROHIBITION AGAINST SUB-CONTRACTING

This Contract or any portion thereof shall not be assigned, transferred or ceded to any
other parties without the written consent of the CLIENT. The Contractor is further
prohibited from sub-contracting any obligation in lhis contract to any other party.

17.O DAMAGES TO PERSONS AND PROPERTY

The Contractor shall be held liable for any injuries and damages and shall indemniry the
City Government or any person or owner of property, for losses sustained which may
arise or in consequence of the performance of this conlract and agarnst all claims,
demands, proceedings, damages. cost, charges and expenses whatsoever in respect of
or in relation thereto.

Prepare

JE D ETA
Acting C ief, Building & Grounds Management Divrsion
Special Operations Officer lV

v

. ESCUETA
City overnment Assistant Department Head lll - Operations

A

No vd

F s
cer-tn-Charge

City General Services Department
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Reoublika nt PrliPinas

LunSsod ng Quezon

Kagawaran ng Lingkurang Panlahat

GENERAL SERVICES DEPARTMENT
9,i & 8b Flr. Main glds Au€zo.r Clty itsll, ElllpUcll Rd.. Ollim.n. Ouczon Cltv
Trunlli^e O2-49804242 Local t{o.: 8600 (OlC), RxC0_4624. BGUD'7329

cwMo-a603 FAMc o s620,1 126. UO{6t 262(t9. ADUIN€602, UPUC}4609
Emarl Address , li r'' r,r / rrLf.'l , ' Lji ;;, ,r' : .-, '

TERMS OF REFERENCE (TOR)

JANITORIAL SERVICES FOR VARIOUS HEALTH CENTERS, LYING-IN
AND LABORATORY IN

QUEZON CITY

1.0 RATIONALE AND BACKGROUND

The Quezon City Government. under the present administration, seeks to acquire

effective and efficient janitorial services for the purpose of maintaining the cleanliness

and sanitary condition of various health centers, lying-in, and laboratory located at

Quezon City.

ln view of the mandated functions of administering cleanliness, sanitation and
beautification of the various buildings. The hiring of private ianitorial services is deemed
imperative to ensure the clearrliness Of its working Place and to prevent hazardous
elements that may surround the buildings in accordance with the city government vision

of a quality.

2.0 DEFINITION OF TERMS

The following words, expressions and abbreviations shall have the meaning hereby

assigned to them, except where the context requires otherwise-

1. CoNTRACTOR - the indrvidual. firm, partnership, corporation, which undertakes the

contract of work herein described.

2. JANITOR/TRESS - refers to the janitorial agency pelsonnel task to maintain

cleanliness and sanitalion of the janitorial site.

3. SERVICE AREA - means buildings, premises, compound and facilities of the City

Government.

4. HOUSEKEEPING PLAN - refers to the description of the activities and strategies to
be undertaken in accomplishing the Project objectives and scope of woruservices.
The detailed work plan must demonstrale unequivocally the capability of the
Contraclor to undertake satisfactorily the Project.

5 RESERVEO JANITORIAL PERSONNEL - refers to the twenty percent (20olo) of the
total janitorial personnel that are readily available for posting at any given ttme in
cases of emergency or when need arises for special operations in any city
government installations and for special events and activities without additional cost
to the City Government

6. QCG - refers to the Quezon City Government represented by ats Crty Mayor or his
representative.

7. CGSD - refers to the City General Services Department

Q('(i.( 
.t iSI).r\D\4 I N.|.5 J
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3.0 PROJECTDESCRIPTION

The project, subiect of this Terms of Reference (ToR), involves the undertaklng of
mainiainrng the cleanliness, sanitary condition and beautification of all buildings and

area coverage.

4.0 PROJECT OBJECTIVES

The project primary objective is to ensure a clean, orderly, and sanitized environment
free irom any garbage. dirt, hazardous elements. and unpleasant odor of various health

center, lying-in, and laboratory facilities located at Quezon City.

5.0 PROJECT SCOPE OF WORK

The scope of work under this project aims to ensure attainment of the Projecl

objectives The following are the minimum activities to be undertaken to pursue the

aim.

1 Cleaning and sanitizing of the following areas and building facilities, parts and

fixtures:

The services to be rendered by applicant shall essentially consist of providing the

following requirements stated hereunder, which is necessary for the performance of
janitoriai, maintenance services for the various health center, lying-in and laboratory
facilities.

a. comfort rooms
b. lobbies/flooring
c. hallways/corrtdors
d. stairways
e Maintenance of the building and other facilities

All labor
Appropriate tools and equipment
Services vehrcle with markings and should be available at all time
Supplies and cleaning materials.

2. ln urgent cases, the City Government may transfer Janitor/tress from this service
area to other City Government owned/acquired propertiesfacilities, whether

within
or outside of this line rf public interest so demands. lt shall be covered with Notice
to Transfer from the CGSD duly conformed by the Contractor.

6.0 CONTRACT DURATION

The Project has ONE (1) YEAR dulation effective on January 1,2025 to December
31, 2025 but shall be subJected to the need of the City Governmenl or once the
operations of the health center under City Govemment has ceased in the stated
services. The City has the right to terminate the contract pursuant to item 15.0 of this
TOR or any kind of breach of contract.
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7.O AREA OF COVERAGE ANO MANPOWER REQUIREMENT

The contractor shall provide one (1) safety officer, two (2) supervisors and appropriate

number of janitorral personnel to maintain the cleanliness and sanitation of the various

health center, lying-in, and laboratory facilities located at Quezon City. (this may vary

depending ,pon ine Conkactor/applicants option to increase/decrease its janitorial

deployment).

Provision of 20% reserved janitorial personnel as additional manpower as requtred by

the client which shall be made avarlable in cases of emergency as may be determined

by the procuring entity, such as but not limited to the following;
a) EmergencY Situations

z Fire
; Earthquake
z Typhoon etc.

AREA
.tin it6iiit Su pervisor

QTY REMARKS
2 Overhead

Jan itors/tress/sweeper
1 . Warehouse QC Central Depositoly Vacctne
Storage
2. Molecular Laboratory
DISTRICT I

l't!ey Health Center
2Ba on P Heallh Center

2

2

6
7

3 Balin asa Health Center
4 La Loma Health Center

Masambolg He?lth Cqnter
Mgrcg.Qqs de Joya_Health Center
Paltok Health Center

8. Pro ect 6 Health Center & ABTC
L San Antoniio Health Center
10. San Jose Health Center
11. Toro Hills Health Center & Toro Hills Clinical
Laborato

1

1

1

1

I

1

1

1

ry"
12. Pto ect 7 Health Cer]ter & Soctal ine Clinic
13. Klinika Pro ect 7 & Microsc 9Pv Center
14. San Francisco Super Health Center
15. San Francisco Lying ln Clintc
16. District Health Office (San Francrsco Health
Center)
DISTRICT II
1 . Bagong Srlangqn Health Center
2 Batasan Hills Annex Health Center
3. Batasan Hills Su r Health Cenler & ABTC
4. Batasan Social H tene Clrnrc 8 Klinika Batasan

o Belmonte Supe r Heaith Center
6. Commonwealth Health Center & Commonweallh
Clinic La

Dorla Nicasia Health Center
Hol J irit Health Center
Lu an Pan ako Health

-Cent.l-

0. NGC Health Center
1 . Payatas A Health Center

i1
1

7
I
o

1

l

1

1

1

1

1

1

12 Pa atas Su r Health Cenler
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4
1

1

1

I
l Payatas Lying-n Clinic _

Pay?!as _q Health qenler
Veterans Health Cenler

16. Bagong Silaltgq! Ly if,S!n Clt nlc

,|

1

1
,1

1

[f? Ba!?!e Hills Lying ln C|nrc

L_18.qqry G-o Lying_ln Clinic

( Batasan Hills Super

DtsTRlcT lll
. E, Rodriguez Health Center

2. Ermin Garcia Health Center
3. Escopa Health Center
4. Lrbis Health Center

h Center

Health Center
8. Pansol Health Center
9. Projecl 4 Health Center & tJrolecl 4 Clinical
Laboratory

I '10. Socorro Health Center & ABTC

13 Klinika Ci walk. Libis QC
DISTRICT IV
1 . Bernardo Heallh Center
2. Bernardo Social Hygrene Clinrc & Klintka
Bernrado
3. Cubao Health Center
4. Galas Health Center

nic Laboratory
8. Krus na Ligas Healt h Center
9 PrlyeJt{t Heallh Center
10 San Vicente Health Center

I 1 'l Tatalon Health Center & ABTLj
!,

12. Kamunin tn ln Clinic

1

1

1

1

, I1. \Lufply Lying ln Clinic-rz iiistiiin6atG otrice lE Rodrrquei Health
Center)

1

5.
b.
7
cli

Gen Roxas Health Cenlet
KalayaanHgal_th qenter
Kamuning Super Health Center & Kamuning

1

1

1

1-' -a- -f-

i

I

l

l

--l
L

13. District Health Otfrce ( Tatalon Health C91tgI) ,
OISTRICT V
1 Arsenia de Jesus Maximo Super Health Center

2. Novaliches Social Hygrene Clrnrc/Kllnika

3. Bagbag Health Center-7. 
Capn Health Center

. 5. Fairview Health Center & Farrview Cllnical
L?boralg-ry_
6. Greater La ro Health Center
T.Gulod Health Center
8. Kali ahan Health Center E ABTC

l

t-

1a
I Mq!ig?y? Health Center
10. Na kaisan Na n Health Center
1'1 North Fairview Health Ceirler
'12. San Bartolome Health Center

I

1

1

1

13. Sta Lucia Health Center
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Health Cente

19 NGC L

5. Mu Suh
1

1
,|

1

I

I

1

I

1

1

1

l
--T

I

I
I

l6 Old Bqlara (Maln)tlealth Cenler
7. Old Balara nex

I

1

1

1

l1_'i-
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14. Arsenia de Jesus Maxrrno l-yrng ln Clinic
,1

1

15. Sta Lucra Su rL ln Clrn rc

16. District Health Office ( AJ Maxt o Health
Center
DISTRICT VI
1. Apolonio Samson Health Center & A. Samson
Clinical Laboratory
2. Baesa Health Center

4. Melchora uino & ABTC

5 _t\leg{qle-n_g_ll, Pedro He€llh Center

6. San andaan H€alth Center
7 Qaqro Health Center
8. Tandan Sora Health Cenler
9. Wenceslao dela Paz (Culiat) Health Center

l0.District Health Office ( Banlal Health Center

1! 8_epgllic !J99lth Station
TOTAL 93

SUMMARY

m

1

1

1

1

QUANTITY
2 OvsrheadJanitorial Su ervasor

Jan itorsrtress/swee Per
Warehouse QC Central DePository
Vaccine Stora e
Molecular Laboratory
DISTRICT I

DI9IBlcr il
DISTRICT III

Qr-sfRlqr lv
DISTRICT V
DISTRICT VI

TOTAL

2

2
16
20
13
13
16
11

93

l

8.0 PROJECTIMPLEMENTORS

The City General Services Department is the office mandated to implement the project

under Article Twenty, Section 490. Title v, chapter lll of the Local Government code of

1991 (RA No. 7160) whrch provldes that the city General Services Department shall
,,maintain and supervise janitonal and security services of the government public

burldings and other real property whether owned or leased by the local government

unit.

The city General Servrces Department shall coordlnate with the lespective
Administrator of government installations in the implementation of the project.

9.0 PROJECT STANDARD & REQUIREMENT

g.1 .1 All personnel must subn t Health cerhlicate issued by the Quezon City Health

Department in compliance wrth Article 22, Section 83 of Ordlnance No SP-91,S-
g3,otherwise known as the Quezon City Revenue Code of '1993'.
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IO.O TECHNICAL CRITERIA

10.1. The bidder must comply with the technrcal criteria, which shall be the basis of the

evaluation of its technical proposal, as prescribed in the Guidelines of Government

Procurement Policy Board (GPPB) specrfrcally Appendix 23 1.O " which states that it is

recognized. however, that the proper and efficient procurement of security and ianitorial
se*iles should be based not solety on cost, but should also take into considerations a

ranged of other factors. such as but not limited to , length of contract, standards of
rnte-rnal governance, adequacy of the resources, level of trainings. and adherence to

labor and other social legrslalion and minimum standards set by the BAC-Goods, to wtt;

Stability

1 j. The bidder must have at least Five (5) years of experience in the field of ianitorral
services.

9.1 .2 To ensure accomplishment of the Project objectives, the following are minimum
perlormance requirements:

Keep designated service Areas clean eight (8) hours a day five (5) days a week for the

Project duration

"Clean" means -
a) Absence of garbage. lrtter. waste, or similar materials from the building and lts

surrounding.
b) Free from unpleasant and hazardous odor or materials.
ci Absence of dust dirty markings on floors, walls, glass windows, odors, and any

{ixtures of the bu tld ing s

2. The bidder must have the financial capacity during the duration of the contract to

supports its oblrgation as a Janltorial Agency with the City Government.

3 The bidder mLrst have the organizational capability of their Janitorial Agency in

response with the City s requirement and with a minimum of 150 .lanitorial
personnel

Resources

1. Must have appropriate number of service vehicle, tools, equipment and cleaning
materials to be used by the Janitor/tress during their tour of duty.

2. Must have appropriate nr-rmber of qualified and competent janitorial personnel to be

deployed in varrous health centers, lying-in and laboratory in Quezon City.

Organization

The Contractor should submit its detailed organization chart which should indicate an
established Organrzatronal Structure to show its capability to undertake the Project;
clearly identrfied lrnes ol authority and responsibility and the specific divisions
dedicated to each of the needed service which are manned by tull-time employees

2. The Contractor shall exercise Fair Labor Practice ; hence, the salaries of all its
personnel must be rn accordance with the rates/Policies prescribed by the
Department of L abor and Employment (DOLE) and all applicable labor laws. Thus,

all personnel must also be provided social security servlces and mandated benefits.
The safety officer and supervlsor salaries should be higher than the ordinary
janitor/tress.
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3. To abide wilh the requirements of the client in accordance with
reasonable stanoards of performance.

4 The contractor should corrply with the DOLE Department Otde( 174 Series of 2017
particularly on section 14 - the mandatory registration and registry of legitimate
contractors. Consrstenl wrth the authority of the Secretary of Labor and Employment

to restrict or prohibit the contracting out of labor to protect the rights of workers. it

shall be mandatory for all persons or entities acting as contractors to register with the

Regronal Office of the Department of Labor and Employment (DOLE) where it
principally operates

5. The contractor should provrde occupational safety and health officer to oversee

the safety in the workplace and compliance to basic health protocol (DOLE

Accredited Occupational Safety and Health training).

6. The Contractor shall provrcle certificate of Non-Delinquency from Phllhealth, Pag-ibrg

Fund and Soctal Secllrity System or to submit proof of payments for the past six

months to ensure that the contractor is ln compliance with all the Government
mandated benef rts

Personnel

1 A Contractor sh3ll submtl certificate of employment or job contract of all their

employees and Certiftcate of Undertaking that all personnel have undergone and

contin;e to uncjergo regLrlar and periodic trainings and orientations on efficient and

effective ianitoflal servrces to continuously improve the performance of thelr duties

and resp;nsibillres Employees must also undergo basic orientation on work ethics.

2. ln order to atta r'r maxin]um efficiency in the performance of their duties, the

personnel to be cleployed by the contractor should be physically fit'

3. All personnel mLlst be provided with tdentification cards and agency uniforms with

agency logo (polo shirt black pants and black shoes).

4. The conlractor shall at all times, during the term of the contract, maintain in its
employ the follorvrng reqIrred personnel with the appropriate qualifications, to ensure

that the servicc rs berng carried out properly and efficiently in the service area

including deployment of Janitorral personnel.

5 All Janilorial personnei shall be provided by appropriate tools and equipment for thelr
respective assig nments

11.0 PROJECTIMPLEMENTATION

The Project is to be implemented uncjer a Fixed Price Contract where tor a dellnite price and in

accordance with the stated project standards and requirements, the contractor is expected to

undertake the Project's Scope of Work or Services.

A Housekeeping Plan (covering the service Area) shall be drawn up and submltted by the

Contractor as part of its Bid. This Housekeeping Plan should contain a description of the
activities and strategies to be undertaken in accomplishing the Project objectives and scope of
worUseryices.

The provisions included rn ihis TOR are minimum requirements: hence, the Contractor is not
precluded from improving lhereon ln essence, the housekeeping plan must demonstrate
unequivocally lhe capabrlity of the Contractor to undertake satisfactorily the Proiect.
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The contents and attachments of the Housekeeplng Plan should include the following:

a) Scope of servtces to be rendered in the Service Area

b) organizational cha( showing the organizational structure with the speclfic

division(s) dedrcated to each of the services included in the Project

c) personnel Schedule indicating the number of personnel and thelr qualifications

(educational attarnment tlaining and experience )

d) Equipment. tools. servrce vehicle and cleaning materials' List and description. 
(specification. tvpe and use) of cleaning equipmenumaterial per service area

As a rule. the contractor should be able to show documentary proof, where applicable, to

establish its legal, technical and frnancial capabilities.

Duties and Res pons ib ilities

1. The Contraclor shall provide adequate janitorial supervisor to act as

housekeeping consultants without cost to the City Government' They shall be

responsible n the supervislon over its personnel and shall assume full

responsibiltty of their proper and efficient performance

2. The Contractor shall be solely and exclusively responsible for any act or omission

of all its personnel duflng their assigned duty.

3. The drscip[nc- anc] adrninistration of the ianitorsitress shall conform to exlstrng

laws and implL'rnentrng rules and regulations

4 The Contraclor shall assume full responsibrlity for occurrences arising from

negligence,far,lt,inrsdemeanor.orunlawfulactofitspersonnelandhereby
agie"s to inrjenlnify any loss, damage, destruction, or iniury that maybe sustained

or suffered bY the Client

5. The Contraclor shall guarantee absolute non-occurrence of any form of mass

action pfotest mass |eave, or Strike by its employees within the Client,s premises,

6 The Contraclor shall provide their Janitors/tress individual utility/janitorial belt bag,

PPE and thc follorvrng tools & equipment required in the performance of their

duties.

A) Tools and EquiPment

Vacuum cleaner. Heavr DulY unit t)

_.Pressure l/Vasher He,rvy DutY
Floor Po_lisher. Heavy I)(,ty
q!.,99y .HSau)/ quly
Push- C_?4. Hqavy Dutv
Water frose 200 mete," with rrorlnector

lslAlacl!!y!9r-t brush 1 rchl ror Floorfol isher p!s
pq!Aluminum ladder. I fl lreavy Duty

Janitorial Cart
Segregaled !irs[ Brf I leavv {)t.iv) H?Id E]qstig

.-pcs
Set

unit a
3

b
6
6

unit

--- t

qrlit
unit

9-9
cs
cs

-P
I 10

30
7_pqs
6
6
6
6
7

Orum Heavy OuUlPlaslrc
page B

unit 6

_ 
Mop Squeezer
Caution sign/waming devrce
Floor sqleegee, 2- nreter lorg
Sewer rod (!-e_av-L DLrly- ) 1 x 50

1

-l
l



B) The monthly consumables equivalent to Eleven Thousand One Hundred Fifty-
Seven Pesos and 84/loo (Php. 11,157.84) per po6on in a year Uanitor/tress) is

itemized as follows

VARIOUS HEALTH CENTER, LYING.IN AND LABORATORY (93 PAX}

MATERIALS UTIII OTY

Alcohol .lsopl'opyl 700/o So ulion Fr:' :'irsrlie:lio'r

per Qallon
gal 5

Air Fleshnef assorleC scent

Al Purpose Cleaner environmenl,i', rr en'r y

9al 10

ga 15

Broom Slick wih Ha,ldle {5C'x13'\'t' pc 12

Eroom Stick (Ting'Tin9), Standa.d S /c pc 12

Clog Remover Soluton

DrDp€r ila5c) plaslc medJlr.''l

gal 2

pc 5

Deodorant Ca{e, i00 g.ams pc 50

fetergent Pcy/der Soap 800grms r:' i at

ual,
oack 50

D,Jsl Pan (!ataj, -o'w x 3C'l-1

DJslpan (Piast c) small

pc 10

pc c

Fabnc Condittoner. asso(ed scer 9al 15

Garbage Plaslic (3rg) Iranspa'en1

1 k
pack 50

Lquid Handsoap assorted scenl ga 12

Liquid Bleach, Multi-purpose, env,rrrr,'renia ly

lneodl
gal 12

l,4op l-landle Sla n ess, 5 it mela' :.irr "r 
'rixl pc 12

Mop Head, coilon 5C0 grar wt '.

P astic Spray Gun 500m1

Poishrnq Pad l6 drameler for pcl'.

p 30

pc 4

pc 2

push Brush w(h Nylon Bristles '- r', '- lrl. 
rr?rd ' pc 4

Rarn Coal (Pochc), standard srzc

Round Rags , 6'diameter. collor

pc 3

h,o 30

Rubber Hand Gloves long & thr.l parr 10

Rirbber Force Pump/plunger brg. il

Scrubbrng Pad. 1 00mmx70mmx[1r';

pc 3

pc 30

Slnpping Pad 16'diameler for pc ..1'l pc 2

pc 15Sotl Broorn
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Ipc

20gai

Toilel Bowl Brush. plaslrc bnstle /,,1 ;,rast:. haldle

Toilet Bowl Cleaner envitonmert,r ' ''.r': / pt'331

20pcWaslebasket, Non-Rigrd Plastrc

pc 3

2pWatel Conlarner wlcover plastrc H.! l!alrty iLi0 lrt)

Waler pail, plasllc (2gal)

Various Health Center, Lying.in & Laboratory (Consumabls for ninsty three

nnel in a monlh93

7. Except for the boots, the quantity of items described as consumables, equivalent to

one(1)monthconstrmptionshouldbedeliveredone(1)weekbeforetheStartof
the affectivity of the contract.

g. The next delivery for the succeeding month should be made, two (2) weeks before

the start of the enstrrlng month

9. The contractor shail not dLrring the existence of its services or anytime thereafter,

disclose to any person or entity, any information concerning the affairs of the

Client. which lhe Contractor may have acquired by reason of its services'

10. The Contractor shail provide at lts own expense, facilities for investigation and

solution of cases where rts personnel have been involved in any way or another,

11. The contractor shoulci be able to present all the required equipment, tools,

service vehicle and cleaning materials on lhe first day of the contract

implementation,

12. The Contractor sh3il comply with the performance standards to be set by the city
for the duration of the contract.

12.0 BUDGET AND BASIS OF PAYMENT

The QCG has set the Approved Budget of the Contract (ABC) for ONE YEAR

amounting to TWENTY SIX MILLION NINE HUNDRED SEVENTY ONE THOUSAND

SEVEN HUNDRED FORTY SIX PESOS AND 20/100 (Php. 26'97'l'746.20) for one

yea(.

PRICE CONTRACT payable in one year for a minimum of NINETY-THREE (93)

janitors/tress with provisron for an assurance of twenty (20%) RESERVED JANITORIAL

PERSONNEL as requrred by the QCG. The said amount includes supplies, tools,

equipment. servtce vehir;ir: and janitorial supervisors

ln case where the cost of the awarded contract is affected by any applicable new laws,

ordinances, regulatrons. oi other act of the GOP, promulgated after lhe date of bid

opening, a contract pnce acljustment shall be made, or appropriate relief shall be

applied on a no loss-no O:lin basts
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Method of Pavment

Payment shall be based on actLlai services rendered by the contractor and based on

wage order No NCR-24 Strict monitoring shall be made by the city General services

Department in order to ensure the efficient performance of the service providerS.

Penalties for violations macle by the contractor and its staff shall be deducted from the

monthly billing.

The City Government shali pay the Contractor based on the latter's actual performance

of the jervices under th€r contract and bid specifications taking into consideration the

number of personnel posted. the contract rate per month and the deduction for penalties

committed, and other charges, if any. for that particular month.

Processing of first paynrent shall be undertaken provided that the contractor has

complied witn atl tne reqrr recl equipment. tools. service vehicle and cleaning materials'

It shall be made upon the submission of the following documents:

1. Statement of Account (billing) - to be submitted by the janitorial Agency to the city
General Services Deparlmen,t (CGSD) on a monthly basis for preparation of

disbursement vouchel

2. Oaily Time Record (DTR)- to be submrtted duly signed by the janitor/tress, and

janitorial inspectors

3. Daily Time Report Summary - to be submitted duly signed by the QCG

Administrators of different posts and CGSD authorized representative'

4. certification / summary of Expensss / Request of Allotment - to be prepared by

the CGSD along wrth lf e voLicher to be signed by the city General Services officer.

5. Certificate of Acceptance - to be prepared by the Movable Property Management

and conkol Division (tvlPtucD) and to be signed by city General services offlcer in

accordance to COA C rr cirlar 92-386

13.0 EFFICIENCY / PERFORMANCE STANOAROS

To ensure that the Janrtonai services are effectively and efficiently provided for the City

Government's benefit. sr, cl rrronitoring and the following security measures should be

implemented:
.l . Daily Activity Re1_,.i1 - to be submitted by the contractor janitorial inspectors to

the CGSD every last day of the week.

2_ Weekly lnspectror- Report - to be submttted by the Agency lanitorial inspector to
the Chief, Burldrrrq & Grounds Mgt. Division. and / or City General Services

Officer.

3. Comfort Room Checkiist - to be accomplished by the contractor's supervisors
and client inspectors on a daily basis.

4. Daily Janitorial D.rtarl -to be submitted by the contractor's janitorial suPervasors

to Quezon City Ileatth Department / City General Services Department to
counter check the! :rtte dance of the janitor/tress deployed
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5. Reshuffling of ar;.'rcy lanitorial personnel - the City Government through CGSD
reserves the rigirt lo conduct reshuffling of personnel

14,0 PENALTIES FOR VIOLATIONS

Disciplinary Actions - The City Government through the CGSD reserves the
right to demand for replacement of any personnel of the service provider who

shall be found ia,:( nq in drscipline. inefficient or negligent in the performance of
duty

Hereunder are th.r vlolations and their corresponding penalties that may be

imposed to the CCNTRACTOR

Light offense - olienses that pertain to non-compliance to the requirements and
stJndards of the rlrty on the performance and physical appearance of the

employee deployed by the contractor during the conduct of service

Offense Pcnellv_
Non-wearing o{ Ir:escrtbed uniform and
identification cari: bv the contractors P500.00 per day

em lo ee
Di ry or unsanitary servrce area per day

lm ro er arba ge d rspos4 rda
Lo3fi_49 l?bancorr rrg .f Post P500.00 per day

Usin mobile l.ore rvlrile on du P500.00 per day

Grave Offense - l;ffenses that directly impede the satisfactory delivery of the

service or scopc of urork according to standards and requirements set forth in
this Terms of Reference

OfJe nse Penal
Lack of manpov/Fre(lu ired P 1,000/day / Janitor/tress

Failure to prr)vr.ri all the required P 1,000/day / ltem / Janitor/tress
SU lies &

P500.00- --- psoooo

Ltri)[1enl
on-complianc. to existing P 1,000/day / Rule
OUSEkeqptng rrt,r;s

15.0 SUSPENSION. CANCELLATION OR TERMINATION OF CONTRACT

The CLIENT may, \.,'/rlli.lLrt prejudice to other remedies available, (extra ludicially)
suspend, cancel, or tcr-l!nate thrs CONTRACT, with prior notice, in whole or part' due

to default insolvency. 3r i3r lustifiable cause, or any ground which it deems inimical to

CLIENT'S or public inter(,st. which include but not limited to the following

a. When the CONI-RITCTOR's employee willfully and intentionally or through
negligence ca{ rses tl re death or has inflicted serious physical injury to any
person, employees vtsitors, or officials while inside the CLIENT'S premises
whether on off ,lr offic al duty.

b. When the CON r tli\ll I OR's employees have wiilfully and intentionally or through
negligence carrr''l rrreparable damage to the prestige or any interest of lhe
CLIENT, and dcslrr,clrcn of CLIENT's properties and equipment.

c. When the COIITRACTOR has violated other obligations required under this
contract and relirs.,fl to conrply and/ or remedy the violations within a reasonable
period given by il r Cl IENT.
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d. When the CON -f i ACTOR fails to pay the salaries of employees for any billing
period without ji.i:: l ca use.

e. When the CLIE r.li frnds the CONTRACTOR to have failed in its obligation to
any of its emrilL)rees based on the CONTRACTOR'S agreement wlth the
CLIENT, thus, .rffectrng the state of morale and efficiency of one or of the entire
force.

f. When the COll i RACTOR decreased the number of employees without the
wriften approval ol llre CLIENT and if so given shall also result in proportional
reduction of conlr aCt price.

g. Failure to post the prescrrbed performance bond within ten (10) days after the
receipt of Notice c,i awards

h. ln case of force rr-raleLrre and the CONTRACTOR is unable to deliver or perform

any or all its obi ,Jations for a period of thirty (30) calendar days after receipt of
the notice from i',r, CLIENT stating that the circumstance of force majeure is
deemed to have .', r s-jd

The CLIENT ni;rj/ tenrlinate this CONTRACT, in whole or in part, if it has

determined the cxistence of condition/s that makes project implementation
economically, fifancrally. or technically impractical and/or unnecessary, such as,

but not hmited io. fortuitous event(s) or changes in law or national or local
government poli( '.-s

16.0 ASSIGNMENT/ PROHIBITION AGAINST SUB.CONTRACTING

This Contract or any porlr(,n thereof shall not be assigned, transferred, or ceded to any
other parties wrthout l''i: ',.,'ntten consent of the CLIENT. The Contractor is further
prohibited from sub-corrlr:rr.;iIrg any obligation rn this contract to any other part

17,0 DAMAGES TO PERSONS AND PROPERTY

The Contractor shall be ,,.,,0 lrable for any injuries and damages and shall indemnify the
City Government or anr rrerson or owner of property, for losses sustained which may
arise or rn consequeri: ;ri the performance of this contract and against all claims,
demands, proceedings .jan.rages. cost, charges, and expenses whatsoever in respect
of or in relation thereto

Prepare

G YETAJE
Acting ief Building & rl: oLrnds Management Division
Special Ope tions Off , lr V

A

. ESCUETA
ity vernment AssrsliiIi lepartment Head lll - Operations

Noted by

BASS
cer-in-Charge

v

City General Services f ,,.inartment
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llepublika ng Pilipinas
Lungscd ng Quezcn

Kagawaran ng Lingkurang Panlahat
GENERAL SERVICES DEPARTMENT

grt & 8rh Flr. Maln 8ldg, Qu*zon City Hall. Elliptlcal Rd., Oiliman. Quozon City
Trunkline: 02-89644242 Local No.:8600 (OlC), RMCO-8624, BGMO-7329,

cwMo-8603. FAMCD-8620/1 1 26. M0-8612/8?09, AOMIN-8602. MPMC0-8609
Email Address: .1 , .. :trr.'.',) '.'i'., ,r, i :,i, /.:,', :, ,1 1. 1, i ..

TERMS OF REFERENCE (TOR)

JANITORIAL SERVICES FOR AMORANTO SPORTS COMPLEX,
MEETINGS, INCENTIVES CONFERENCE & EXHlBlr (MICE) CENTER
AND OTHER GOVERNMENT INSTALLATION (Baesa Columbarium,

Temporary Mortuary at Project 4 and QC Training Assessment Center
at Brgy. Tatalon)

1.0 RATIONALE AND BACKGROUND

The Quezon City Government, under the present administration, seeks to acqutre
effective and elficient janitorial services for the purpose of maintaining the cleanliness
and sanitary condition of the Amoranto Sports Complex building, MICE Center and

Baesa Colurnbarium building, Temporary Mortuary at Project 4 and QC Assessment
Center at Brgy. Tatalon.

ln view of the mandated functions of administering cleanliness, sanitation and

beautification of the various building" The hiring of private janitorial/is deemed
imperative to ensure the cleanliness of its vyorking place and to prevent hazardous
elements that may surround the buildings in accordance to the city government vision of
a quality ci$.

2.0 DEFINITION OF TERMS

The following words, expressions and abbreviations shall have the meaning hereby

assigned to them, except where the context requires otherurise.

1. CONTRACTOR - the individual, firm, partnership, corporation. which undertakes the

contract of work herein described,

Z. JANITOR/TRESS - refers to the janitorial agency personnel task to maintain
cleanliness and sanitation of the janitorial site,

3. SERVICE AREA - means buildings, premises, compound and offices of the City

Government,

4" HOUSEKEEPING PLAN - refers to the description of the activities and strategies to

be undeftaken in accomplishing the Project objectives and scope of work/services.
The housekeeping plan must demonstrate unequivocally the capability of the
Contractor to undertake satisfactorily the Project.

5. RESERVED JANITORIAL PERSONT'IEL - refers to the twenty percent {2Oo/") of the

total janitorial personnel that are readily available for posting at any given time in
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cases of emergency or when need arises for special operations in any city
government installations and for special events and activities without additional cost
to the City Government

6. QGG_- refers to the Quezon City Government represented by its City Mayor or his
representative,

7. CGSD - refers to the City General Services Department

8. MICE - Meetings, lncentives Conference & Exhibit Center

3.0 PROJECT DESCRIPTION

The project, subject of this Terms of Reference (TOR), involves the undertaking of
maintaining the cleanliness. sanitary condition and beautification of all buildings and
landscape area of the covered area including the maintenance of all buildings/facilities.

4.0 PROJECT OBJECTIVES

The project primary objective is to ensure a clean, orderly and sanitized environment
free from any garbage, dirt, hazardous elements and unpleasant odor and to maintain
the building/facilities.

5.0 PROJECT SCOPE OF WORK

The Scope of Work under this project aims to ensure attainment of the Project
Objectives

The following are the minimum activities to be undertaken to pursue the aim.
1. Cleaning and sanitizing of the following areas and building facilities, parts and

fixtures:

a. comfort rooms
b. lobbies
c. hallways/corridors
d. stainruays
e. roof decks
f. window panels
g glass panelslglass door
h. columns /post
i. diffusers
j. fire exits
k. grounds
l. and other building parts and fixtures

2. Gardening, Landscaping, beautification and cleanliness of the grounds

3 Marntenance of the buitding and other facilities.
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The services to be rendered by the applicant shall essentially consist of providing the
following requirements stated hereunder, which is necessary for the performance of
janitorial, maintenance and landscaping services for the Amoranto Complex buildings,
Meetings. lncentives, Conference & Exhibit (MICE) Center and Baesa Columbarium
building, Temporary Mortuary at Proj 4 and QC Assessment Center at Brgy Tatalon.

All labor
Appropriate tools and equipment
Service vehicle with nrarkings and should be always available
Supplies and cleaning materials

4. ln urgent cases, the City Government may transfer Janitorltress from this service
area to other City Government owned/acquired properties/facilities. whether
within or outside of this line if public interest so demands. lt shall be covered with
Notice to Transfer from the CGSD duly conformed by the Contractor

6.0 CONTRACT DURATION

The Pro.lect has One (1) year duration effective on January 1,2025 to December 31,

2025 but shall be subjected to a regular performance rating by the CGSD. The City has
the right to terminate the contract pursuant to ltem'15.0 of this TOR or any kind of
breach of contract.

7,0 AREA OF COVERAGE AND MANPOWER REQUIREMENT

The Contractor shall provide one (1) safe$ officer, supervisor and appropriate number
of lanitorial personnel to maintain the cleanliness and sanitation as well as for the

beautification of the Amoranto Sports Complex building and Baesa Columbarium
building. Temporary Mortuary at Proj 4 and QC Assessment Center at Brgy Tatalon

{this may vary depending upon the Contractor/applicants option to increase/decrease its
janitorial deployment).

Provision of 2|o/o reserved janitorial personnel as additional manpower as required by

the client which shall be made available in cases of emergency as may be determined
by the procuring entity, such as but not limited to the following,

a) Emergency Situations

Fire
Earthquake
Typhoon etc

b) Special operations. activities andlor events of the City Government

'r
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Service Area

Amoranto Sports Complex
Buifdlng 

.

Meetings, lncentives Conference
Center

Other lnstallations

No. ol
Janitors/ground

swee

a

No. o, gardenersl
Landscapers

1

No. ol
Manpower

10

151EIJ

oBaesa Columbarium 6

Temporary Mortuary, Project 4 Brgy
2 2

Marila
QC Training Assessment Cerrter at 2

Tala,on QC

35

8.0 PROJECTIMPLEMENTORS

The City General Services Department is the Office mandated to implement the pro1ect

under Article Twenty, Section 490, Title V, Chapter lll of the Local Government Code of
1991 (RA No. 7160) which provides that the Office of the General Services shall
"maintain and supervise .janitorial, landscaping and security of government public
buildings and other real propefi, whether owned or leased by the local government
unit".

The City General Services Department shall coordinate with the respeclive
Administrator of QCG installation in the implementatlon of the project.

9.0 PROJECT STANDARD & REQUIREMENT

9.1.1 All personnel must submit Health Certificate issued by the Quezon City Health
Departnrent in compliance with Article 22, Section 83 of Ordrnance No. SP-91.S-
93,othenruise known as the "Quezon City Revenue Code of 1993".

g.1.2 To ensure accomplishment of the Project objectives, the following are minimum
performance req uirements:

Keep designated Service Areas clean twenty four (24) hours a day seven (7) days a
week for the Projeet duration

"Clean" means -
a) Absence of garbage litter, waste or similar materials from the building and its

surrounding.
b) Free from unpleasant and hazardous odor or materials.
c) Polished floors, stairways and other fixtures of the buitdings.
d) Absence of dust. dirty markings on floors, walls. glass windows, odors and any

fixtures of the buildings.

2

I
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1O.O TECHNICAL CRITERIA

10.1. The bidder must comply with the technical criteria, which shall be the basis
of the evaluation of its technical proposal, as prescribed in the Guidelines of
Government Procurement Policy Board (GPpB) specifically Appendix 23 1.O " which
states that it is recognized, however. that the proper and efficient procurement of
security and janitorial services should be based not solely on cost, but should also take
into considerations a ranged of other factors, such as, but not limited to . length of
contract, standards of internal governance, adequacy of the resources, level of
trainings, and adherence to labor and other social legislation and mininrum standards
set by the BAC-Goods, to wit

// Stability

1. The bidder must have at least Frve (5) years of experience in the field of janitorial
services.

2. The bidder must have the financial capacity during lhe duration of the contract to
supports its obligation as a JanitorialAgency with the City Government.

3. The bidder must have the organizational capability of their Janitorial Agency in

response with the City's requirement and with a minimum of 50 janitorial personnel.

Resources

1. Must have appropriate number of service vehicle, tools, equipment and cleaning
materials to be used by the lanitor/tress during their tour of duty.

2. Must have appropriate number of qualified and competent janitorial personnel to be
deployed in Amoranto Sports Cornplex building and Baesa Columbarium building,
Temporary Mortuary at Proj 4 and QC Assessment Center at Brgy Tatalon.

Organization

1. The Contractor should submit its detailed organization chart which should tndtcate an
established Organizational Structure to show its capability to undertake the Prolect:
clearly identified lines of authority and responsibility and the specific dtvtsions
dedicated to each of the needed service which are manned by full-time employees.

2. 'Ihe Contractor shall exercise Fair Labor Practice. hence , the salaries of all its
personnel must be in accordance with the rates/policies prescribed by the
Department of Labor and Employment (DOLE) and all applicable labor laws. Thus,
all personnel must also be provided social security and mandated benefits. The
skilled personnel salaries should be higher than the ordinary .;anitoritress and
supervisor salaries must be above to the salary of their subordinates.

3. To abide with the requirements
reasonable standards of performance.

of the client in accordance with

4. The contractor should comply with the DOLE Department Order 174 Sertes of 2017
particularly on section 14 - the mandatory registration and registry of legitimate
contractors. Consistent wilh the authority of the Secretary of Labor and Employment
to restrict or prohibit the contracting out of labor to protect the rights of workers. it

shall be mandatory for all persons or entities acting as contractors to register with the
Regional Office of the Department of Labor and Employment {DOLE) wh*re it
principally operates.

page 5



5. The contractor should provide occupational safety and health officer to
oversee the safety in the workplace and compliance to basic heaith protocol
(DOLE Accredited Occupational Safety and Health traintng).

6. The Contractor shall provide Certificate of Non-Delinquency from Philhealth, Pag-ibig
Fund and Social Security System or to submit proof of payments for the past six
months to ensure that the contractor is in compliance with all the Government
mandated benefits.

Personnel

1. A Contractor shall submit certificate of employment or 1ob contract of all their
employees and Certificate of Undertaking that all personnel have undergone and
continue to undergo regular and periodic trainings and orientations on efficient
and effective janitorial and maintenance services to continuously improve the
performance of their duties and responsibilities. Employees must also undergo
basic orientation on work ethics.

2. ln order to attain maximum efficiency in the performance of their duties, the
personnel to be deployed by the contractor should be physically fit.

3. All personnel must be provided with identification cards, uniforms (polo shirt,
black pants and black shoes).

4. The Contractor shall at all times, during the term of the Contract. maintain in its
employ the following required personnel with the appropriate qualifications, to

ensure that the service is being carried out properly and efficiently in the service

area including deployment of janitorial

5. Alt Janitorial personnel shall be provided by appropriate tools and equipment for
their respective assignments.

6. PPE such as safety shoes, harness. hetmets, hand gloves, etc shall be provided

by the contractor.

! POSITIONS
Janitorial Supervisor

Other Government lnstallation (Baesa
Columbariurn, Temporary Mortuary at
Pro1. 4 & QC Tratning Assessment
Center at B rgy Tatalon)

REMARKS
Overhead

Certification from the contractor that all
supervisors and personnel are
qualified to their positions.

1

10

35

Amoranto Sports Complex

Ja n itors/tress/g rou nd sweepers

Meetings, lncentives Conference &
Landsqapet.stGa rdene rs

IJ

I
I

Exhibit Center
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11.0 PROJECT IMPLEMENTATION

The Project is to be imptemented under a Fixed Price Contract where for a definite
price and in accordance with the stated project standards and requirements, the
contractor is expected to undertake the Project's Scope of Work or Services.

A Housekeeping Plan (covering the Service Area) shall be drawn up and submitted by
the Contractor as part of its Bid. This Housekeeping Plan should contain a description of
the activities and strategies to be undertaken in accomplishing the Project objectives
and scope of work/services.

The provisions included in this TOR are minimum requirements, hence, the Contractor
is not precluded from improving thereon. ln essence, the housekeeping plan must
demonstrate unequrvocally the capability of the Contractor to undertake satisfactorily
the Project.

The contents and attachments of the Housekeeping Plan should include the following:

a) Scope of services to be rendered in the Service Area

b) Organizational Chart showing the organizational structure with the specific
division(s) dedicated to each of the services included in the Project

c) Personnel Schedule indicating the number of personnel and their
qualifications (educational attainment. training. and experience)

d) Equipment. tools, service vehicle and cleaning materials. List and
description (specification, type and use) of cleaning equipment/material per
service area

As a general rule, the Contractor should be able to show documentary proof, where
applicable, to establish its legal, technical, and financial capabilities.

Duties and Responsibilities

1. The Contractor shall provrde adequate janitorial supervisors to act as
housekeeping consuitants without cost to the City Government" They shall
be responsible in the supervision over its personnel and shall assume full
responsibility of their proper and efficient performance.

2. The Contractor shall be solely and exclusively responsible for any act or
omission of all its personnel during their assigned duty.

3 The discipline and administration of the janitors/tress shall conform to
existing laws and implementing rules and regulations.

4. The Contractor shall assume full responsibility for occurrences anstng from
negligence, fault, misdemeanor, or unlawful act of its personnel and hereby
agrees to indemnify any loss, damage, destruction, or injury that maybe
sustained or suffered by the Client
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5. The Contractor shall guarantee absolute non-occurrence of any form of
mass action protest, mass leave, or strike by its employees within the
Client's premises.

6. The Contractor shall provide their janitors/tress individual utilityijanitorial
belt bag, PPE and have their individual tools & equipment required in the
performance of their duties.

Hereunder are the tools & equipment needed in the performance of their duties

Amoranto Sports Complex (Buildings and Grounds)

Equipment and tools Quantity
2

Floor polisher, heavy duty 1

Buqqy, heavy duty ?

Trowel
Garden Fork
Pruner
By-pass lopper (pruner tong tYPe)
Hedge s.hear(sq!ssor)
Rake
Shovel
Axe
Water hoses (200 mtrs.)
Water sprinklers
Wheel barrow
Floor 2m
Trolley
Karet
Grass scissor
Caution sign / Warning devices
lstalac (.Nylo1 brush 'l' inch) fo_1!.try f!9o1 p_oJlsher

Mop Squeezer
Water Container with cover , plastic high quality. 60
Irters
Trash can with swing lid, 27x18x4cm, plastic 5

Grass cutter, h d

1

1

1

1

1

1

I

2
1

1

1

I

1

5

I

1

1

MEETTNGS, INCENTTVES CONFERENCE & EXHIBIT (MICE) CENTER

u & Tools Qua

Vacuum cleaner wet and du 1

1Floor dlisher h

Trowel
I
1

Buggy, heavy duty

Garden Fork
Pruner

"t

1

Rake
Shovel

I

1
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Water hoses (200 mtrs.)
Water nklers

1

2
Wheel barrow
Cautron n I Warnin devices
Mqp Sqtueezer 1

1Trol
1

2
ft/op Sque-ezer
Water Container witfr cover plastic high

ual 60 liters

Trash Bin with wheels and lids,

qTrash can with swi lid.27x18x4cm

D Black1 401 58*71 "101CNtr

lastic
Heavy

1

1

OIHER GOVERNMENT INSTALLATION (Baesa Columbarium, Temporary Mortuary at

Proj 4 and QC Training Assessment Center at Brgy Tatalon )

ut nt and tools
Grass cutter dh

antQu

1

2

{

1

,l

1esh
Rake
Shovel
Axe

hoses 00 mtrs.

Wheel barrow
Floor squeegee (length 2 m)
Troll
Karet
Grass scissor
Caution / Warn devices

Trash can with swi ng lid, 27x18x4cm, P lastic

1

1

I

I
J

aJ

6

The consumables equivalent to Eleven Thousand One Hundred Fifty Seven Pesos

and g4/100 (php. 11,157.84) per person in a year (janitor/ianitress) ts itemtzed as

follows.

Floor polisher. heavy dutY

Buggy, heavy d uty
Trowel
Garden Fork
Pruner

1Water rinklers

4
I

oU

lstalac (Nylon brush 1 ' inch) for the floor Polisher
Mop Squeezer
Water Container with cover . plastic high quality, 60
liters

1

4
I
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QTY

igalAir Freshner. assorted scent

UNITMATERIALS

1
All Purpose Cleaner, environrnentally
filpndlv

2p.Brcorl Stck wilh Handle (50'x13"x3')

pt 2

Ipc

Broom Stick. (Ting-Ting). Standard Size

Deodorant Cake, 100 grams

(packDetergert cowde: Soap,
Rnnnrrrclnaek ali nrrrnos6; omd 0uai;lv

29.Dust Pan ilata), 9'w x 30' H

Duslpan (Plastic), smait pc

pcDipper

paek aGarbage Plastic (Big). lranspatenl
f:l1r48l'100ocslcack

93

gai

Liquid Hancisoap, assorted scent

Liquid Bleach, hlulti-purpose,
onvironnrpntallv {riendlv

t,4op Handle Slainless, 5 ft metal screw

4tLl',10p HeaC. cotton, 500 gram. while

kii:r 2

1
,bq, HDRubber Force

Rounc Rags , 6'diameter cotton

IPU

pc

Pad. 100mmx70mntxBmmScrub,bing

Soft Brocm

pc

gdr

7

1

Torlel Bowl Brush, plastic bristle wtth

plastic handle

Toilel Bo,*l Cleaner, environmentally
kiendly. per

AMTORANTO SPORTS COMPLEX {10 PAX} -

Jan Ground , Gardenersllandscaper

AMORANTO SPORTS COMPLEX (Consumable of ten (10)

personnel in a month)

MEETINGS, INCENTIVES CONFERENCE & EXHIBITS CENTER (15 pax) ,

MATERIALS: I,JNIT QTY

Air Freshner, assorted scent gal 1

Afi Cleaner, environ mentally gal 1

Broom Stick with Handle (50'x13"x3") pc I

Broorn Stick, (Ting-Ting), Standard Size pc I
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Cotton Mop Absorbent Sponge Floor
Mop 120 cm(Height), 29 cm (sponge
len

PV
a
L

Detergent Powder Soap,

B00grms/pack, all purpose, good quality
pack 12

Deodorant Cake, 100 grams I

Dust Pan (Lata), 9" w x 30' H pc )

Dustpan (Plastic). small pc 4L

Garbage Plastic (Big), transparent

{37x48). 1 00pcsipack
pack 12

Hand 8rush, nyton, HD 3

Liquid Handsoap, assorted scent gal 1

Liquid Bleach, multi-
purpose.environmentally friendly

gal ,1

Mop Handle Stainless. 5 ft (Plaslic

Frame)
pc .1

Mop Head, cotton, 500 gram pc c

Polishing Pad 16" diameter for polisher yu 1

Rubber Hand Gloves, long & thick pair 2

Rubber Force Pumpiplunger.big, HD yL 1

Soft Broom pc

Toilet Bowl Brush, plastic bristle with
plastic handle

pc I

Toilet Bowl Cleaner, environmentally
friendly per gal

gal 1

MEETINGS, TNCENTIVES CONFERENCE & EXHIBIT iMICE)
CENTER {Consumable of fifieen (15) personnel in a rnonth)

gal IAir Freshener, assoded scenl

gai 1
All Purpose CIeaner. environmentally
friendly

?Broom Stick with Handle (50"x13"x3") pc

pc nLBraom Stick, (Ting-Ting), Standard Size

Yv
aDeodorant Cake, 100 grams

oTHER GOVERNMENT TNSTALLATION {10 PAX}
Ja nitor/tress, Ground Swee , Gardenersllandscaper

MATERIALS UNIT QTY
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Detergent Powder Soap, S00grms/pack

all purpose. good quality
pack q

pc

pc

,

2

Dust Pan (Lata), 9" w x 30' H

Dustpan (Plastic), small

1Dipper pc

oGarbage Piastic (Big), transparent
(37x48) 10Opcs/pack

pack

gal

gal

PL

1

1

2

Liquid Handsoap, assorled scent

Liqurd Bleach, Multi-purpose,

Mop Handle Stainless, 5 ft metal screw
type

environmentally

Mop Head cotton, 500 grarn white Pv

Round Rags ,6'diameter. cotton krlo

4

10

I
i

Rubber Force Pumplplunger,big HD

Scrubbing Pad. 
.l00mmx70mmx8mm

pc

pc

nr

pc

a
L

Iioilet Bowl Brush, plastic bristle with
plastic handte

Soft Broom

gal 1

Tcilet Bowl Cleaner, environmentally
fnendly, per gal

lriendly 500mllbottle

OTHER GOVERNMENT INSTALLATION (Consumable of ten (10)

in a month)

10. Except for the boots, quantity of items described as consumables, equivalent to
one (1)month consumption should be delivered one (1)week before the start of
the effectivity of the contract at the Building and Grounds Management Division
Stockroom, subject to inspection and veriflcation by Movable & Property
Management Control Division and Central Warehouse Managemenl Division.

1 1. The next delivery for the succeeding month should be made, two (2) weeks before
the start of the ensuring month.

12. The Contractorshall not, during the existence of its services or anytlme thereafter,
disclose to any person or entity. any information concerning the affairs of the
Client, which the Contractor may have acquired by reason of its services.
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13.The Contractor shall provide at its own expense, facilities for investigation and
solution of cases where its personnel have been involved in any way or another.

14. The Contractor should be able to present all the required equipment, tools, service
vehicle and cleaning materials on the first day of the contract implementation.

15. The Contractor shall comply with the performance standards to be set by the City for
the duration of the contract.

12.0 BUDGET AND BASIS OF PAYMENT

The City Government has set the Approved Budget of the Contract (ABC) ONE YEAR

amounting to TEN MILLION ONE HUNDRED FIFTY THOUSAND SIX HUNDRED
FIFTY SEVEN PESOS AND 171100 (Php 10,150,657.171tor one year

PRICE CONTRACT payable in One (1) year for a minimum of THIRTY FIVE (35)

janitors/tress with provision for an assurance of twenty Q1alil RESERVED JANITORIAL
PERSONNEL as required by the QCG The said amount includes supplies, tools,

equipment, service vehicle and janitorial supervisors.

ln case where the cost of the awarded contract is affected by any applicable new laws,

ordinances, regulations. or other act of the GOP, promulgated after the date of bid

opening, a contract price adjustment shall be made. or appropriate relief shall be

applied on a no loss-no gatn basis.

Method of Payment

Payment shall be based on actual services rendered by the Contractor and based on

Wage Order No NCR-24. Strict monitoring shall be made by the City General Services

Department in order to ensure the efficient performance of the servtce providers.

Penalties for violations made by the contractor and its staff shall be deducted from the

monthly billing.

The City Government shall pay the Contractor based on the latter's actual performance
of the seryices under the contract and bid specifications taking into conslderation the
number of personnel posted. the contract rate per month and the deduction for penalties
committed, and other charges, if any, for that particular month.

Processing of first payment shall be undertaken provided that the contractor has
compiied with all the required equipment, tools. service vehicle and cleaning nraterials.
It shall be made upon the submission of the following documents:

1. Statement of Account (billing) - to be submitted by the janitorial Agency to the City
General Services Department (CGSD)twice a month (1sth & 30rh of the month)for
preparation of disbursement voucher.

2. Daily Time Record (DTR) - to be submitted duly signed by the janitorltress, and
janitorial inspectors.
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3. Daily Time Report Summary - to be submitted duly signed by the ACG
Administrators of different posts and CGSD authorized representative.

4. Certification I Summary of Expenses i Request of Allotrnent - to be prepared by
the CGSD along with the voucher to be signed by the City General Services Officer.

5. Certificate of Acceptance - to be prepared by the Movable Property Management
and Control Division (MPMCD) and to be srgned by City General Services Officer in
accordance to COA Circular 92-386.

13.0 EFFICIENCY / PERFORMANCE STANDARDS

To ensure that the janitorial services are effectively and efficiently provided for the Ci$
Government's benefit, strict monitoring and the following security measures should be

implemented:

1. Daily Activity Report - to be submitted by the Contractor janitorial inspectors to
the CGSD every last daY of the week

Z. Weekly lnspection Report - to be submitted by the CGSD janitorial inspector to
the Chief, Building & Grounds Mgt. Division, and / or City General Services

Officer.

3. Comfort Room Checklist - to be accomplished by the contractor's supervisors

and client inspectors on a daily basis.

4" Daily Janitorial Detail - to be submitted by the Contractor's janitorial supervisors
to CGSD-janitoriat inspector to counter check the attendance of the janitor/tress
deployed.

5. Reshuffling of agency janitorial personnel - the City Government through CGSD
reserves the right to conduct monthly reshuffling of personnel in order to avotd

familiarization to the operations of Amoranto Complex and employees.

14.0 PENALTIES FOR VIOLATIONS

Disciplinary Actions - The City Government through the CGSD reserves the

right to demand for replacement of any personnel of the service provtder who
shall be found lacking in discipline, inefficient or negligent in the performance of
duty

Hereunder are the violations and their corresponding penalties that n'lay be

imposed to the CONTRACTOR.

Light offense - offenses that pertain to non-compliance to the requirenrents and

standards of the City on the performance and physical appearance of the

employee deployed by the contractor during the conduct of service
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Offense
Non-wearing of prescribed uniform and
identification card by the contractors

Penalty

P 500 per day
e FP

D or unsanita service area P 500 p-er Qay
ro a dt al P 500

Loafi ng/abandoning of post
Usinq mobile ph one while on dutY P 500 per d

Grave Offense - offenses that directly impede the satisfactory delivery of the

service or scope of work according to standards and requirements set forth in
this Terms of Reference.

Offense Pena

Lack of manpower required P 1,000lday / Janitor/tress

Failure to provide all the required P 1,000/day / ltem / Janitor/tress

SU lies & ui ment
Non-compliance to existing P 1,000/day / Rule

Housek ng rules

15.0 SUSPENSION, CANCELLATION OR TERMINATION OF CONTRACT

The CLIENT may, without prejudice to other remedies available, (extra judicially)

suspend. cancel, or terminate this CONTRACT, after a thirty (30) day notice' in whale or

in part, due to default, insolvency, or for justifiable cause, or any ground which it deems

inimical to the CLIENT'S or public interest, which rncludes but not hmlted to the

following:

a. when the coNTRACTOR',s employee willfully and intentionally or through

negligence causes the death or has inflicted serious physical in.iury to any

person. employees, visitors or officials while inside the CLIENT'S premises

whether on off or official dutY.

b. when the CoNTRACTOR's employees have willfully and intenttonally or through

negligence caused irreparable'damage to the prestige or any interest of the

CUfftff, and destruction of CLIENT's properties and equipment'

c. When the CONTRACTOR has violated other obligations required under this

contract and refused to comply andl or remedy the violations within a reasonable

period given bY the CLIENT.

d. when the cONTRACTOR fails to pay the salaries of employees for any billing

period without just cause.
e Wnen the GLIENT ftnds the coNTRACToR to have failed in its obligation to

any of its employees based on the CONTRACTOR'S agreement with the

CLIENT, thus, affecting the state of morale and efficiency of one or of the entire

force.
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16.0

f. When the CONTRACTOR decreased the number of employees without the
written approval of the CLIENT and if so given shall also result in proportional
reduction of contract price.

g Failure to post the prescribed performance bond within ten (10) days after the
receipt of Notice of Awards.

h. ln case of force majeure and the CONTRACTOR is unable to deliver or perform

any or all of its obligations for a period of thirty (30) calendar days after receipt of

the notice frorn the CLIENT stating that the circumstance of force majeure is
deemed to have ceased.

The CLIENT may terminate this CONTRACT. in whole or in part. if it has

determined the existence of condition/s that makes project implementation

economically, financially, or technically impractical andior unneces$ary, such as,

but not limited to, fortuitous event(s) or changes in law or national or local

government policies.

ASSIGNMENT/ PROHIBITION AGAINST SUB-CONTRACTING

This Contract or any portion thereof shall not be assigned, transferred. or ceded to any

other parties without the written consent of the CLIENT. The Contractor is further
prohibited from sub-contracting any obligation in this contract to any other party

17.0 DAMAGES TO PERSONS AND PROPERTY

The Contractor shall be held liable for any injuries and damages and shall indemnify the
City Government or any person or owner of property, for losses sustained which may

arise or in consequence of the performance of this contract and against all claims,
demands, proceedings. damages, cost, charges, and expenses whatsoever in respect
of or in relation thereto.

Prepared

JER D ETA
Acting C ef. Building & Ground Management Division
Specral O s Officer lV

A

ESCUETA
City G ment Assistant Department Head lll - Operations

N d

r-ln-Charge
City General Services Department
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