ANNEX I

TERMS OF REFERENCE (TOR)
Background:

UNDP in Lao PDR has the UN House building consisting three floors, located on the Lane Xang Avenue and are in good condition. The building includes a medium size garden with flowers and trees.  

UNDP wants to contract a company that can provide above-mentioned services as a full package in high quality, cost effective manner.

Scope of Work:

The company should provide the following services on continuous and full time basis:

1. Cleaning services (four (4) cleaners)

2. Gardening services (one (1) full time and one (1) part time gardener (part time means - 2 days per month)

3. Internal and external messaging services (one (1) messenger)
The above services should be provided on UNDP office hour’s 08.00am – 04.30pm, Monday to Friday. 

      See detailed task list of each service below.

On call–services: 

4. Receptionist (one)  and driver (one): All equipment and materials to be provided by UNDP.

UNDP will be responsible to provide the required material/equipment to conduct services efficiently.

Full time –services: 

5. Cleaning: All equipment and cleaning material is provided by UNDP

6. Gardening: All equipment and material is provided by UNDP

7. Messaging: Contracted Company is responsible for providing mobile phone, vehicle and fuel for distributing and delivering an external mail within Vientiane. All other needed equipment and material is provided by UNDP.

On call–services: 

8. Receptionist and driver: All equipment and materials to be provided by UNDP.
The contracted company will be responsible for all employee related cost for the government, e.g. tax, pension fee, etc. UNDP will pay the contractor a fixed amount per service per month. 

The service provider(s) (employee(s) should be accepted by UNDP in the beginning of the contract period. The same person(s) should be providing the service(s) for the full contract time, excluding the period of annual leave and other official leave. During these periods, the company is responsible for providing replacement person. Before starting the service, the replacement person should be accepted by UNDP.

Requirements:

A. General requirements:

UNDP is multicultural and multi linguistic work environment, with English as the primary language. All assigned service providers (employees) should know the basics (phrases) of English language. Employees should also have some experience in working for international organization in multicultural environment. 

B.   Professional requirements:

The cleaners should have al least one year experience in hotel or other cleaning services and be able to provide high quality services.

The gardener should have experience from similar type of gardening work and be able to provide high quality services.

The messenger should have earlier experience from similar type of work. S/he should be able to work in accurate manner and deliver and distribute mails/messages safely and on time. 
The receptionist should have at least one year experience and should have basic knowledge of English.
The diriver should have al least three years of professional experience and  basic knowledge of English.    
	Task list of the Cleaner (Operations)

	Task
	Frequency

	· Clean toilets (12 toilet rooms: , ceramic tiles, pipes, sink, seat tank, bidet, urinage)

· Regularly change/refill paper towels
	At least four times daily  and Whenever necessary

	· Clean filing Cabinets

· Clean chairs, Desks, Telephones

· Clean floors 

· Clean shelves & Chrono files

· Clean and refill water of vase flowers and also change flowers if necessary

· Dispose the waste basket
	Daily

	· Clean lobbies, corridors, ponds, louver and water coolers
	Daily

	· Clean the back and front yard of the building
	Daily

	· Clean meeting rooms (Floor, wall, table meeting, partition), Vacuum the carpets
	Daily

	· Clean doors and glasses 

· Clean window glasses (Inside & Outside)

· Clean wall  (Inside & Outside)

· Clean ceiling 
	Once a week

	· Wash curtains and sofas
	Once a year

	· Clean drains in the office
	Twice in a year

	· Report to supervisor, Maintenance Associate, for equipment that needs to be changed

· Immediate report to Maintenance Associate if the toilet facilities do not function properly 

· Help other work in the office including but not limiting to organizing a Baci-ceremony, Happy Hours etc, serving drinks for meetings. 


	Occasionally 


	Task list of the Messenger

	· Distribute internal correspondences
	Daily

	· Distribute correspondences to the office of Government, NGO, UN Agencies & others
	Daily

	· Perform   other  duties 

· Assist Maintenance Associate to move desks, tables, replace lamps, bulbs and others (general office work)
	When required


	Task list of the Gardener

	· Take care the garden in the UN House building (planting new and cutting old ones, lawn mowing; watering plants.
	Daily

	· Take care  of vase of flowers inside & outside the office

· Take care of ponds and plants in the central of the UN House

· Sweep/clean Parking areas in the UN House and the temple  

· Clean the floor of the chillers
	Daily

	· Clean the  roofs under the big tree
	Whenever necessary

	· Take care of cooler water dispensers (replace  empty tanks)
	When necessary

	· Take care of the trees (cutting, trimming)/ (for the biggest trees the gardener should report to their own company if he/she was not able to do it)
	When necessary

	· Facilitate Office when organizing Baci –ceremony, Happy hours or other ceremony

· Assist Maintenance Associate to move desks, tables, replace lamps, bulbs and others (general office work)
	When necessary

	· Reports to Supervisor, Maintenance Associate, for equipment/tools that needs to be changed, or used.

· Help other work in the office (Baci –ceremony, Happy Hours etc.)

· Performs other duties
	Occasionally


	Task list of the Receptionist

	· greet visitors and clients  

· register visitors and notify appropriate staff of their arrival 

· answer and transfer telephone calls

· make appointments for clients or visitors
· administrative tasks like typing, filing, photocopying and sorting mail and faxes
· Performs other duties

	Daily or When required


	Task list of the Driver (vehicle will be provided by UNDP)

	· collect UNDP visitors, staff
· drive UNDP staff, visitors to meetings, airport
· make sure passengers wear their seat belts

· ensure passenger safety

· pick up and deliver packages, mails
· keep records of rides 
· keep the vehicle clean and tidy

· be responsible for maintaining the vehicle if they own it


	Daily or When required
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