OFFICE OF DISTRICT & SESSIONS JUDGE

TIS HAZARI COURTS, DELHI

NOTICE INVITING TENDER

 
Sealed tenders are invited from agencies for providing sanitation and mechanized house keeping services in the Karkardooma Courts Complex, Delhi for carrying out work as per specifications at Annexure A & B of the tender.



Prescribed tender form can be obtained from the Office of the District & Sessions Judge, Delhi at Room No. 214, 2nd Floor, Tis Hazari Courts, Delhi from 15.09.2008 to 24.9.2008 between 10 AM to 4 PM on any working day on payment of Rs. 100/- only. Duly completed tender form alongwith an earnest money of Rs. 3,60,000/- be deposited by way of Pay Order/Demand Draft/ FDR (duly pledged to the President of India) in favour of District & Sessions Judge, Delhi and other required documents should reach the Office of the District & Sessions Judge, at Room No. 312, Caretaking Branch, 3rd floor, A- Block Karkardooma Courts, Delhi in Two Bid System i.e. Technical & Financial separately bid latest by 25.9.2008 upto 3.00 PM. The tender shall be opened in Room no. 312, Caretaking Branch, 3rd floor, A- Block Karkardooma Courts, Delhi at 4.00 PM on 26.09.2008 by the Tender Committee in the presence of tenderer or their authorized representatives.


There shall be no post-tender negotiations except in case of negotiations with the lowest tender.


The District & Sessions Judge, Delhi shall reserve the right to accept or reject any or all the tender without assigning any reason thereof.

(SANJIV JAIN)

Administrative Judge/

Addl. District & Sessions Judge

Karkardooma Courts, Delhi
To,



M/s____________________



_______________________



_______________________

Sub :
Tender for engagement of Private Sanitation and Mechanised  Housekeeping Agency for providing sanitation services at karkardooma Courts Complex, Delhi.

Sir,



Sealed quotations are hereby invited for the annual contract for providing sanitation and mechanized housekeeping service in the Karkardooma Courts, Delhi. Instruction and terms & conditions in respect of tender are as under:
1. Sealed Tender in prescribed form (Annexure – 1) duly filled in must be submitted in the office of District & Sessions Judge, Delhi at Room no. 312, Caretaking Branch, 3rd floor, A- Block Karkardooma Courts, Delhi alongwith the Pay Order/Demand Draft/ FDR (duly pledged to the President of India) of Rs. 3,60,000/- deposited in favour of District & Sessions Judge, Delhi  as earnest money latest by 25.09.2008 upto 3.00 PM .
2. The tender will be opened on 26.09.2008 in Room no. 312, Caretaking Branch, 3rd floor, A- Block Karkardooma Courts, Delhi at 4.00 PM in the office of District & Sessions Judge, Delhi by a Tender Opening Committee constituted for this purpose in presence of the Tenderer who are present. 
3. Tenders not confirming to these requirements will be rejected and no correspondence thereof shall be entertained whatsoever.

4. Tenderer should have satisfactorily completed mechanized cleaning job either or three similar works each costing not less  40% of annualized estimated cost out of which two of them should be in the Central Government/State Government/Central PSU or two similar work costing not less than 50% of the annualized estimated cost out of which one of them should be in Government / State Government /Central Autonomous body/Central PSU or one similar work costing not less than 80% of the annualized estimated cost which should be in Central Government/State Government/Central Autonomous/Central PSU in last 3 financial years. Tenderer have to produce supporting documents /certificates in form of completion certificate and work orders for the subject work.
5. The tenderer must possess valid ISO 9000 certification as mechanized Housekeeping service provider which should be minimum 3 years old and should own the cleaning equipment of minimum two hundred and fifty lacs for which sufficient proof to be given.

6. The average turnover of the tenderer in last 3 financial years should be minimum of 150 lacs.
7. The tender form should be clearly filled in ink legibly or typed. The tenderer should quote the number, rates and amount tendered by him/them in figure as well as in words. The tender form should signed by the tenderer by himself. The forwarding letter should be signed alongwith quotation. Attested copies of the registration number of the firm, licence number under Contract Labour Act, Provident Fund Account no. allotted by PF Commission, ESI No. and PAN no,. allotted by the Income Tax Department and/or copy of last Income Tax Clearance Certificates. Satisfactory Performance Certificate issued by the concerned agency(s) /organizations where such type of works / jobs have been performed by the Contractor earlier shall also be enclosed. The rate should be signed by the tenderer with seal of the Agency/Firm.
8. Every paper of the tender should be signed by the tenderer with seal of the Agency/Firm.

9. The following information will be indicated on the Envelope contaning tender.

a. Closing date of tender.
b. Tender of SANITATION SERVICES AT KARKARDOOMA COURT, DELHI in two bids i.e. Technical and Financial.

c. Name of the Firm.

d. No. of NIT.

e. Forwarding letter should clearly indicate the list of enclosures.

10. The tenderer should take care that the rate amount should be written in such a way that interpolation is not possible.  No blank should be left which would be otherwise made the tender liable of rejection.

11. The earnest money will liable to be forfeited if the tenderer impairs or derogates from the tender in any respect within the period of validity of the tender.

12. The department will deduct Income Tax at Source under section 194-C of the income tax Act., 1961 from the contractor @ 2% of such some as Income tax on the income comprised therein

13. The Tenderer/Contractor shall deposit a security, 10 % of the Contract Value by Pay order/Bank Draft/FDR (duly pledged to President of India ) in favour of District & Sessions Judge, Delhi for the due performance of the contract.  In the event of any breach/violation or contravention of any terms and condition contained herein by the contractor the said security deposit shall be forfeited by the department.  The Earnest money will be adjusted against security money.  No Interest shall be paid by the department on earnest money or security deposit and shall provide solvency certificate from nationalized bank to the extent of 200% of the advertised tender value.

14. The Department reserves the right to cancel/reject full or any part of the tender which tenderer do not fulfill the condition stipulated in the matter.

15. Tenderer submitting a tender would be presumed to have considered and accepted all the terms and conditions.  No inquiry verbal or written shall be entertained in respect of acceptance/rejection of the tender.

16. Any Act or the part of tenderer to influence anybody in the department is liable to rejection of his tender.

17. The contractor shall provide a Non- Judicial stamp paper of Rs. 100/- for preparing a Rate Contract Agreement.

18. The contactor shall comply with all the legal requirements and for obtaining license under contract Labour (R&A) Act 1970.

19. The tenderer shall abide by the provision of the minimum Wages Act, 1948, the Contract Labour (R&A) Act, 1970 and other Labour Laws applicable to him.

20. Every worker so appointed by the contractor shall wear the prescribed uniform according to season i.e. summer uniform and winter uniform and badge bearing his name and designation while on duty.  The said uniform and badge shall be provided by the contractor at his own cost.

21. The tenderer shall provide Safai Karamcharies whose age shall be between 18 to 40 years.

22. The Agency staff shall be available all the times as per their duty roster and they shall not leave their place of duty without prior permission.

23. The Agency shall be responsible to provide immediate replacement to take place of any Safai Karamchari.

24. The Agency staff shall work under over all supervision and direction of this Department Administration.

25. The Agency shall also be responsible to provide all the benefits P.F., ESI, Bonus, Gratuity, Leave etc. to employees engaged by the Contractor.

26. The Contractor shall have to produce documentary proof i.e. Ration Card / Telephone Bill /Electricity Bill / Income Tax Certificate, if he is assesses under Income Tax in support of identity.

27. Quotation must be unconditional.

28. The DEPT. shall have the right to ask for the removal of any person of the Agency, who is not found to be competent and orderly in the discharge of his duty.

29. The Agency staff shall carry out such other duties as are entrusted to them form time to time.

30. The Agency shall not engage any Sub-Contractor or transfer the contract to any other person in any manner.

31. The tender not conforming to these requirements will be rejected and no correspondence thereof shall be entertained what so ever.

32. Duties of the sanitary Supervisor and Safai Karamcharies be as under :

33. Sanitary Supervisor will be responsible to supervise the work of the Safai Karamcharies and other duty as assigned by the department.
Safai Karamcharies :
a. Sweeping office rooms including (As per enclosures annexure “A” & “B” rooms mentioned as per the allocation of the department).

b. Sweeping, Washing, Scrubbing, Polishing, Crystallization and Swabbing etc. of the verandas vestibules and staircase and cleaning the article lying therein such as spittoons, fire fighting equipment etc.

c. Sweeping open spaces like roads, courtyards and garages, etc.

d. Cleaning open spaces like lawns etc. swept extensively by picking paper bits etc. and by partial sweeping wherever necessary.

e. Cleaning latrines, bathrooms, urinals etc.

f. Dusting and cleaning the furniture doors windows etc.

g. Clearance of garbage.
Note : 
Apart from the above the Dept./Organization can mentioned any type of job related to their premises of sanitation and cleaning etc.

1. Performance Evaluation:

a. The quality assurance of the sanitary Services shall be ensured regularly (Daily Weakly, Fortnightly or Monthly depending upon the discretion of the Dept.) on the basis of the periodical reports furnished by the contractor.

b. The Contractor and all his staff deployed for sanitation work will work under the supervisor of the Pr. Employer.

c. Appropriate records in reference to above shall be maintained by the contractor at his own cost.

2. That the Contractor shall have to provide any additional Personnel for allocating any additional duty arising out as per circumstances directed by the Pr. Employer or any officer authorized by him in addition to those duties / personal covered in this contract with the same amount of the contract.

3. In case of any dispute the award of the Arbitrator appointed by the Governor of GNCT of Delhi will be final and binding on the parties to the contract and the court at Delhi/ New Delhi shall only have the jurisdiction over the same.

Signature of the Pr. Employer
(Designation)
ANNEXURE - I
TENDER FORM PROVIDING SANITATION SERVICES IN








Affix duly attested P.P. Size








Photograph of the tenderer

1. Cost of tender Rs.100/-

2. Due date for tender 25.09.2008.

3. Opening time & date of tender at __________ on 26.09.2008.

4. Names, address of Firm / Agency and Tel. No.
5. Registration no. of the firm / Agency.

6. Name, Designation Address and Telephone No. of Authorized person of firm to deal   with. ____________________________________________________ ________________________________________________________________________ _______________________________________________________________________.

7. Please specify as to whether tenderer is a sole Proprietor / Partnership Firm.  If no, please furnish Name, Address and Tel. no. of Directors / Partners._______________________________________________________________________________________________________________ .
8. PAN of Income Tax Deptt. and clearance certificate._________________

9. Provident Fund Account No. and authority with whom reg.____________

10. ESI No. ____________________________________________________

11. License no. under Contract Labour (R&A) Act._____________________

12. Job wise rates for sanitation work.

Job


Unit


Job wise rates without material 


1.


2.




3.

a. Sweeping, washing scrubbing swabbing etc. and cleaning articles lying therein.

b. Sweeping open space like lawn, haudi etc.

c. Cleaning toilets, bathrooms, urinals etc. including the dressing rooms, passages etc. attached there to and mirrors, dressing tables and other articles contains therein.

d. Cleaning open space etc. swept extensively but which are kept clean by picking papers-bits etc. and by partial sweeping where necessary.

e. Collection segregation and disposal of garbage per Qtl.

13. Details of earnest money deposited:

a. Amount



:
Rs………….


  
(in words)



: 
………………………………………..






……………………………………….

b.Bank Draft/Pay order/FDR No
:
……………………..


c. Date of issue of BD/PO/FDR
:
………………………


d. Name of the issuing authority:
:
………………………

14
Details of experience with regard to sanitation services (with full detail of the Agency(s) to whom such contracts awarded) Copies of 
the satisfactory reports should be attached.  In case number of Agencies are much then separate sheet may be used for indicating experience etc.

15 Any other information.

16 Declaration by the contractor:-


This is to certify that I/We before signing this tender have read and fully understood all the te4ms and conditions and instruction contained herein and undertake myself/ourselves abide by the said terms and conditions.






(Signature of Tenderer)







Name……………………….







Designation………………..







Address:…………………..







……………………………







……………………………







Phone no. (O)……………







(R)……………
CHECT LIST OF THE DOCUMENTS TO BE ATTACHED WITH TENDER FORM

Please check whether the attested copies of the following documents have been attested or not:

1. 
Registration No. of the firm/Agency.



Yes/No

2. 
PAN No. and Income Tax clearance Certificate 

Yes/No

3. 
PF Account No. issued by the competent Authority.

Yes/No

4. 
ESI Registration No. issued by the competent Authority.     
Yes/No

5. 
Contract License issued by the labor Commissioner

Yes/No

Under contract labor (R.E.A.) Act.






6. 
Bank/Draft/Pay order/FDR attached or not


Yes/No

7. 
Details of experience certificate with regards to sanitation
Yes/No

Work along with the satisfactory report issued by the agencies     


Where such work was undertaken earlier





Signature

Name & Address with rubber stamp

AGREEMENT FOR SANITATION CONTRACT

Subject:    Detailed agreement and terms and condition inviting NIT for contract of sanitation Services at Karkardooma Courts Complex (Name of premises) in Office of the District & Sessions Judge, Delhi Deptt. for the period ____________.


        This agreement made at Delhi/New Delhi on………….between the President of India through the District & Sessions Judge, Delhi. (Herein after called “Principal. Employer” which shall unless excluded by or repugnant to the context, be deemed to include his successors in office and assignees) of the one part and M/s………….registered with Registrar of Companies act, Indian Partnership Act or any other act or…………………….(Address)(herein after called” the Contractor” which expressions shall, unless excluded by or repugnant to this context be deemed to include its/their heirs, successors, executors, administrators, representative and assignees) of the other parts.


        Whereas the principal employer is desirous to award contract for sanitary services which included sweeping and cleaning jobs in the premises of Karkardooma Courts Complex as per annexure “A” & “B”.  This contract shall provide Sanitary Supervisors and Safai Karamcharies for providing the sanitary service.  The contract will include following activities/jobs:-

(To be determined as per nature of the working of the deptt.)

a.

b.

c.

d
As per Annexures “A” and “B” enclosed

e.

f.

g.

h.

 

Responsibility shall be of the contractor and any loss due to negligence or mishandling by the sanitary staff, the contractor shall himself be responsible to make good for the losses so suffered by the department.

1. That the attendance and other relevant records shall be kept by the contractor at his own cost and be produced by him on demand to the principal employer or any officer deputed for this purpose by the Principal employer as the contractor and his staff is under overall supervision of the Principal Employer. 

2. That the contractor shall obtain a license under Contract Labour (R&A) Act, 1970 and also submit a copy of such license duly attested in the department prior to furnishing the tender/contract.  Moreover, he shall abide by all the necessary provisions of various Labour Laws/Acts viz ESI/Bonus, Contract Labour, Workmen’s Compensation and any other laws and rules applicable to him in this regard.

3. That the contractor, himself, will be responsible / liable for any type of statutory/mandatory claims in light of default with reference to the above provisions.

4. That in case any person engaged by the contractor, found to be inefficient, quarrelsome, infirm, and invalid or found indulging in lawful or union activities the contractor shall replace such person with a suitable substitute at the direction of the department.

5. That the dept. shall not be liable to provide any sort of accommodation to the staff or person deployed by the contractor and no cooking/lodging will be allowed in the premises of the department at any time.

6. That the contractor shall furnish security in the form of Pay Order/Bank Draft/FDR/(duly pledged to the president of India) of @ 10% of the amount of contract in each case be decided by the administrator/HOD, according to circumstances of the case) in favour of District & Session Judge, Delhi  and no interest shall be paid by the department in this regard.

7. That the contractor shall not engage any subcontractor to any other agency/person in any manner.

8. That the contractor shall not, at any stage, cause or permitted any sort of nuisance in the premises of the department or do anything which may cause unnecessary disturbance or inconveniences to other working there as well as to the general public in the department.

9. That the contractor shall, for providing proper and hygienically sanitation services, ensure the following:-

a) That a daily report of its staff on duty and about their performance is furnished.

b) That its staff does not smoke at the place of work.

c) That any specific sanitation task assigned to it by the principal employer or any officer authorized by him is carried out by him diligently and well in time.

d) That before using any equipment /appliances or material and products of sanitation, it is having the approval of the Principal Employer as no substandard being used.

e) That the salary/wages shall be distributed in full as settled between the contractor and the sanitary worker(s) in the presence of a representative of the department and a certificate may also be furnished to this effect to the Principal employer.

f) That any dispute/difference arising out or relating to this contract including the interpretation of the terms will be resolved through discussions and if not so then the matter may be referred to the Arbitrator as appointed by the Lt. Governor of the GNCT of Delhi and court at Delhi/New Delhi shall only have the jurisdiction over the same.

10
The department will deduct Income Tax at Source under section 194-C of the Income Tax Act, 1961 from the contractor @ 2% of such some as income tax on the income comprised therein.

11 Arbitration:  All disputes, differences and/or claim arising out of or touching upon this agreement whether during its subsistence of thereafter shall be settled by arbitration in accordance with the provisions of the Arbitration and Conciliation Act.,1996, or any statutory amendments thereof and shall be referred to the sole arbitration of an arbitrator mentioned by the department.  The award given by such an arbitrator shall be final and binding on the Contractor and Department to this agreement.

12 Penalty :  If the Contractor fails to complete the Job and left the Jobbing in between,  the security deposited shall be forfeited and further penalty shall be imposed on the contractor as per decision of the District & Sessions Judge, Delhi.

13 The V.A. T. will be Calculated after the acceptance of Tender and shall be borne by the Contractor at the prevailing rates.


In faith and testimony, the, parties have set hands to this hands to this Agreement at Delhi/New Delhi on the day, and year first above written in the presence of the following witnesses.

Principal Employer





Contractor

Name…………………….



Name…………………………..

Designation……………..



Designation……………………

(For & on behalf of the President of India)

(For contractor)

WITNESSES






WITNESSES

1. Name & Address





1. Name & Address

2.Name & Address





2. Name & Address

A- Manpower (in two shifts)

	S.No.
	Designation
	Minimum Nos.
	Recovery Rate per person (if not employed)

	1.
	Manager (Graduate in any stream)
	1
	Rs. 15,000/- per month or Rs. 500/- per day

	2.
	Supervisor (Graduate in any stream)
	4
	Rs. 7000/- per month or Rs. 245 per day

	3.
	Janitor / Cleaner
	70 
	Rs. 200/- per day


B- Machines & Equipments Detail

	S.No. 
	Equipment
	Model
	Nos.
	Recovery Rate per month equi[pment if not available / out of order for more than three days

	1.
	Single Disc Scrubber
	Nilfisk N 421 C or Comac 50 plus 
	2
	Rs. 4000/-

	2.
	Walk Behind Scrubber Drier 
	Nilfisk CA 340 or Comac C35E
	6
	Rs. 4500/-

	3.
	Walk Behind Scrubber Drier
	Nilfisk CA 551 or Comac Media 22E
	5
	RS. 10000/-

	4.
	High Pressure Jet Cleaner
	Nilfisk-Alto 3-30 XT or Gerni N412
	2
	Rs. 4000/-

	5.
	Wet & Dry Vaccum Cleaner
	Eurostar ZW 35 SS or Comac CA60
	2
	Rs. 1500/-

	6.
	Upholstery / Carpet Injection extraction
	Veterela ZP3 in Forbes Ultima
	2
	Rs. 1000/-

	7.
	Heavy Duty Vaccum Cleaner 
	Nilfisk GS 82 or Comac CA40
	3
	Rs. 2000/-

	8.
	Glass cleaning telescopic kit with detergent squeeze provision
	As approved by Officer Incharge
	As per requirement
	

	9.
	Mopping trolley with double bucket system
	As approved by Officer Incharge
	8
	Rs. 500/-


C- List of chemicals and consumables alongwith specifications of material to be used.

S.No.

Items






Specification

1.

Phenol






Trishul Brand

2.

Naphthalene Balls




Trishul Brand

3.

Sighla floor cleaner




Neutral floor cleaner TH7

4.

Nettoklar Marble Polisher



Eco Lab

5.

Pollii floor polisher




Eco Lab

6.

Saput Duo Carpet Shampoo



Eco Lab

7.

OC Bathroom Cleaner




Eco Lab

8.

OC Glass Cleaner




Eco Lab

9.

OC Neutral Cleaner




Eco Lab

10

Helios stainless steel chrome shining


Eco Lab

11

Opti wooden polish




Eco Lab

12

Sapur A spot cleaner




Eco Lab

ANNEXURE – “A”

Salient Feature of District Court Building, Karkardooma , Courts
Total no. of Floors 

ACI Block 
=
03 +ground

B Block
=
06 +ground

D Block    
=        
07 +ground

JKL Block  
=
06 +ground

Type of flooring (Kota , Tiles )

	Sl. No.
	Description
	Area
	Rate to be Quoted by Tenderer Per sq. mtr.

	1.
	Area of Wall Tiles
	13728 Sq. Mtr.
	

	2.
	Area of Floor
	16981 Sq. Mtr.
	

	3.
	Total no. of windows
	469
	

	4.
	Total area of windows
	1602 Sq. Mtr.
	

	5.
	Total no. of toilets
	62 
	

	6.
	Total area of toilets
	3370 Sq. Mtr.
	


Note :  Detailed description of area is provided vide Annexure A/D.

ANNEXURE – A/D

DETAIL DESCRIPTION OF AREA

Approx. Area of  Toilets which is to be outsourced at Karkardooma Courts Complex.

	Particulars
	Block
	No. of Toilets
	Floor Area in Sq. Mtr.

	Toilets (Ladies)
	I
	04
	162

	Toilets (Gents)
	I
	04
	162

	Toilets 
	B
	14
	490

	Toilets
	JKL
	14
	450

	Toilets
	D
	26
	2106

	Total
	
	62
	3370


Total Area of Toilets = 3370 Sq. Mtr.
Approx. Area (in sq. mtr.) of Floors which is to be outsourced at Karkardooma Courts.

	Particulars
	A-Block
	 B-Block
	C-Block
	I-Block
	JKL-Block
	D-Block

	Waiting Lounge
	1636
	2971
	1636
	2297
	
	

	Corridors
	665
	1565
	665
	
	1904
	977

	Lift Lobby
	92
	323
	92
	
	104
	116

	Stairs
	250
	967
	250
	
	337
	114

	Total
	2643
	5826
	2643
	2297
	2345
	1227


Total Floor Area = 16981 Sq. Mtr.

Approx. Area (in sq. mtr.) of wall Tiles which is to be outsourced at Karkardooma Courts.

	Particulars
	A-Block
	 B-Block
	C-Block
	I-Block
	JKL-Block
	D-Block

	Waiting Lounge
	1209
	1350
	1209
	4150
	
	

	Corridors
	No tiles
	2232
	No tiles
	
	431
	673

	Lift Lobby
	28
	110
	28
	
	101
	109

	Stairs
	No tiles
	1006
	No tiles
	
	546
	546

	Total
	1237
	4698
	1237
	4150
	1078
	1328


Total Wall Tiles Area = 13728 Sq. Mtr.

Approx measurement of windows at Karkardooma Courts

	Block 
	No. of windows
	Area (in sq. mtr.)

	A
	90
	216

	B
	182
	797

	C
	90
	216

	D
	25
	106

	I
	35
	170

	JKL
	47
	97

	Total
	469
	1602


Area (Approx.) which is to be outsourced for scavenging 

	Particulars
	Floor Area in Sq. Mtr.

	Cut outs in A, B& C Blocks
	700

	Open Area outside Main Gate
	1500

	Open Area outside Officer’s Main Gate
	2000

	Open Area towards lockup side
	1000

	Basement of A-Block
	1665

	Basement of B-Block
	1699

	Basement of I-Block
	418

	Basement of J-Block
	432

	Total
	18900


Approx. Area which is not to be outsourced at Karkardooma Courts in Sq. Mtr.

	Particulars
	A-Block
	 B-Block
	C-Block
	JKL-Block

	Court Rooms
	1698
	2909
	1698
	

	Chambers
	598
	1565
	1461
	

	Ahlmad Rooms
	60
	70
	60
	

	Steno Rooms
	209
	967
	209
	

	Copying Agency
	
	
	
	134

	Record Rooms
	
	
	
	670

	Total
	2565
	5511
	3428
	804


Total Area which is not to be outsourced =  12308 Sq. Mtr.

ANNEXURE – “B”

The schedule of cleanliness at Karkardooma Courts Complex Delhi.

	S.No.
	Area
	Cleaning Need
	Frequency of cleaning

	1.
	Public Toilets
	i) Cleaning of toilet seats, urine pots, wash basins, mirrors, other sanitary installations and tiles (floor & wall) with water & suitable chemicals etc.

ii) Sweeping the floor & mopping with water

iii) Spray of Odor counteract 

iv) General Maintenance & Drainage cleaning.
	i) Three times a day

ii) Two times a day 

iii) As & when required

iv) As & when required



	2.
	Corridors
	i) Scrubbing, sweeping, mopping and washing of floor with water etc.

ii) Cleaning of wall tiles window panes, louvers & doors etc.
	i) Twice a day

ii) Daily

	3.
	Waiting lounge
	i) Scrubbing, sweeping, mopping and washing with water or soap solution etc.
ii) Cleaning of floor area with Mechanical as well as manual

iii)Cleaning of benches & three seaters 
iv) Cleaning of windows, louvers, doors & glass etc.

v) Emptying & cleaning of dustbins
	i) On going process

ii) Once in a week

iii) Daily
iv) Daily

v) Twice a day

	4.
	Stair Cases
	i) Sweeping & mopping with water

ii) Cleaning of railing of stairs
	i) Daily

ii) Daily

	5.
	Facilitation Centre with surrounding area
	i) Scrubbing drying, sweeping, mopping & washing with water

ii) Polishing
	i) Twice a day

ii) Weekly

	6.
	Conference Hall
	i) Dusting of fitting fixture & furniture. ii)Vacuum cleaning of fitting fixtures & Furniture 

iii) Scrubbing, sweeping, mopping & washing  of Toilets attached with Conference Hall

iv) Polishing 
	i) Daily

ii) Weekly

iii)Daily

iv) Fortnightly

	7.
	Computer room & Training room
	i) Dusting of fitting fixture & furniture, sweeping & mopping

ii)Vacuum cleaning of fitting fixtures & Furniture
	i) Daily

ii) Weekly

	8.
	Adminstration Branch
	i) Dusting of fitting fixture & furniture, sweeping & mopping

 ii)Vacuum cleaning of fitting fixtures & Furniture
	i) Daily

ii) Weekly

	9.
	Caretaking Branch
	i) Dusting of fitting fixture & furniture, sweeping & mopping

 ii)Vacuum cleaning of fitting fixtures & Furniture 
	i) Daily

ii) Weekly

	10.
	Officer Gate / VIP Entrance
	i) Scrubbing drying, sweeping, mopping, washing with water etc.

ii) Polishing
	i) On going process

ii) Weekly

	11.
	Electrical Fittings
	Vacuuming & cleaning
	Every month

	12.
	Open Cut-outs
	i) Sweeping, mopping and washing with water etc.

ii) Cleaning of floor area with Mechanical as well as manual
	i) Daily

ii) Fortnightly

	13.
	Open Compound Area outside Officer gate, main gate & Lockup
	i) Sweeping and cleaning within the boundary of Complex

ii) Collection of all waste material & garbage including its disposal
	i) Daily

ii) Daily

	14.
	Special cleaning activities in the Courts Complex
	i) Removal of Cobwebs from all places including ceiling & walls etc.

ii)Cleaning of Name Plates, Sign Boards & other Boards etc.

iii)Other general cleaning 
	i) Weekly basis

ii) Fortnightly

iii) Fortnightly


