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ON THE LETTER HEAD OF THE FIRM
PROPOSAL FOR MAINTENANCE AND CATERING SERVICES OF INSTITUTE 

GUEST HOUSE (NORTH & SOUTH BLOCK)​​​​​​​​​​​​​​​​​​​​​​

​​​​​​​​​​​​​​​​​​​​​​

1. Name of the  Firm/Caterer/Caterer          : ____________________________

2. Detail Address with Telephone No. /

:_____________________________

3. Mobile No.








______________________________








______________________________








______________________________

4. Registration No & date ( If any)

: _____________________________

5. PAN, SERVICE TAX  Registration No.(Mandatory):_________________________


6. EPF Registration No (Mandatory)

:______________________________

7. Valid Labour License



 :_____________________________

8. Name of the person  responsible for Management : __________________________









___________________________

9. Qualification of responsible person 

:______________________________

10.  Details of Experience in similar business
:_______________________________

11. (copies of relevant document may be  enclosed)

12. Bank Draft No.______________Date __________for Rs. 15,000.00

13. Proposed menu and price list (To be enclosed) : Attached in separate sheet 
14. Proposed staff structure and their qualification:  Attached in separate sheet
 

15. Any other information ( give details)

:____________________________

Date:





Signature of the Authorized Person 

TERMS & CONDITIONS  FOR MAINTENANCE & CATERING SERVICE OF  INSTITUTE GUEST HOUSE( NORTH BLOCK & SOUTH BLOCK)

 _______________________________________________________________________



(A INSTITUTE GUEST HOUSE (North Block) 

: 20 Rooms
(B) INSTITUTE GUEST HOUSE ( South Block)
: 30 Rooms  

1 The Steward shall deposit a bank guarantee/Bank draft issued by a nationalized bank  of Rs.50,000/- (Rupees Fifty thousand only) to the Director, National Institute of Technology, Rourkela. The minimum  period of the bank guarantee shall be for fifteen months from the date of issue of the same. The guarantee shall be released within one month after realization of the Institute dues, if there would be an or  on termination of the contract.
2. A committee appointed by the Director will examine all the proposals on the    

basis of the   following:  
                      a) Credentials of the steward.
b) Past experience in similar business and qualification of the    

    Management staff.
c) The menu, quality and price of the product.     

3.  For the purpose of selection of the Steward all proposals received will be scrutinized by the committee, who will examine the size of the organization, qualification of personnel, Major and minor jobs undertaken during the past years, particularly Government and government agencies, educational institutes, PSUs and major private sector firms and also the quality and price of the menu. Their recommendation will be placed before Director, NIT for his final decision which will be binding on all concerned. The Institute is not liable to explain its decision to any outside party including the bidders.

4. Being L1 in quoted price shall not be the sole criteria to qualify the tender. The party will be selected on the basis of its credentials, qualification of managing staff, experience in the similar field and compliance of statutory rules of the state/central Govt. 
5. The Guest House (North & South Block) shall be operated from 1st April’2008, failing which the guarantee money will be forfeited and the next eligible be offered .

6 The steward shall make proper security arrangement for the Guest House, Visitor House as well as the belongings of the guest.
7. The steward shall take the responsibility of maintaining, the Guest  House(North & South block), dining room, lecture room, garden and compound of the complex neat and clean at all time including, supplying mops, air freshener, detergent, bath soaps and toilet tissues at his own cost.
8. The steward shall take responsibility of minor repair and maintenance of the guest houses(North & South block) including replacement of minor items connected with electrical (such as electrical bulbs and switches and sanitary  fittings, carpentry and minor civil work.
9. The steward shall bear the cost of washing of linen and curtain and maintain a Register of all washing which will be available to officers, authorized by Institute for inspection. Bed sheets, pillow covers and towels must be washed after 2 days  use by a single user and curtains, mosquito nets should be washed once a month.
10. Registers in the prescribed format shall be maintained by the Steward for recording day to day checking in and checking out of guests in the Guest House and Visitors’ House.
11. The steward shall be directly responsible for payment  of wages  & P.F/E.S.I. facility to his employees engaged under this contract as per Govt. rule. The institute shall have no responsibility of the personnel wages, social security, medical care, safety or any other aspect.

12. The steward  shall not employ any minor for the contract work as prohibited under labour act.
13. The Steward shall ensure that the guests permitted to stay by the Institute authority are provided with proper accommodation  and hospitality during their stay in the Guest House     ( North & South Block). He will not provide preferential treatment (favourable or unfavorable)  to any particular guest or class of guest.
14. The steward shall prepare bills separately for boarding and lodging of individual guest staying in the Guest House(North & South Block)  and take the following actions :
a) Bills in respect of the Institute ( Category-A) guests for both board and lodging are directly submitted  to the concerned office for processing. The amount towards boarding charges as per fixed menu and rate shall be reimbursed to the Steward by the Institute.

b) Boarding charges in respect of all other guests ( i.e other than Category –A Guests) shall be directly collected by the Steward from the concerned guests or their local hosts and the Institute shall not be responsible for any default thereof.

c) The lodging charges in respect of all other guests (i.e other than Category - A Guests) shall be collected by the Steward against receipts from the concerned guests or the coordinators/conveners of the respective programmes. The amount so collected shall have to be deposited in the SBI(NIT) Guest House, Rourkela bank account within 3 working days of collection. The Steward shall maintain a ledger book and submit an statement of receipts to the Registrar  every  month through  Officer In-charge of guest house.

d) The ledger book and all the counterfoils of the official receipts shall have to be produced before the competent authority of the institute for the purpose of auditing and verification every six month. 

e) The Steward shall accept guests only with prior approval of the Institute. He may, however accept guests provisionally after filling up an appropriate requisition form and entering the information on a register if rooms are available. The forms and the register are to be submitted to the designated staff of the institute on the next working day. Failure to follow the above instruction will be treated as gross violation of contract.

15. (a) The Steward for discharging the above mentioned duties and responsibilities faithfully, diligently and effectively, honesty and sincerity at the absolute discretion, cost and responsibility of the steward.

The manpower so provided by the Steward shall be for the legal and contractual employees of the steward.  The employees of the Steward and as such Steward shall issue identity card to his employees and will issue uniform for use during duty  hours.

1. 
Reception Counter
-
1 for each guest house,  24 hours a day. (At  least one 

employee with a degree or diploma in hotel Management or  equivalent experience in the same field) 
2. 
Cleaning personnel
-
 adequate numbers

3. 
Room service
-
-do-

16. (a) Kitchen, dining hall
- 
Adequate number of cooks with good experience in the 

                                                      same field.

In addition, the Steward shall employ personnel to ensure proper security of the guests  and  their belongings.
(b) The Steward shall give to the Institute a list of his employees engaged under this contract.
(c) The Steward shall provide two sets of liveries each year according to the specification of the authority, to all his employees of the Guest House and enforce the proper use of the same during duty hours. Steward shall also provide a badge with the inscription: NIT Guest House(North & South Block) name of the employee and Steward’s name.
17.
The Steward shall maintain a duty register to record the attendance of his personnel, and  a register for recording outsourced services received. The register should be available to the Institute authorities for verification on demand.
18. 
The Steward shall take and accept full responsibility for the service conditions, claims for remuneration and other damages and compensation of the employees/manpower so engaged by him and also will be responsible for due compliance with all requirements of all statutory   obligations and to pay all claims, costs, damages, expenses, fines or penalties which may arise out of any claims, suit or prosecution for contravention thereof.  
19. The staff engaged by the  agency shall draw their remuneration from their Agency and will not claim any employment benefit from the Institute at any time. The agency  shall  also be responsibility  for the statutory obligations of such personnel and shall indemnify  the Institute   in the matter.
 20.. The Steward shall indemnify and/ or keep the “ Institute” indemnified against any  failure on his part to meet the obligations towards his employees mentioned above.
 21. The Steward and his employees shall always be  treated as “ LICENCEE” and Institute as “ LICENSOR” . As such, the Steward and / or his employees  shall be bound to vacate the premised or shall be treated as intruders or unauthorized persons on the termination of the agreement.
22. The Institute shall provide linen, mosquito nets and curtains of the guest room(s) but the requisition for replacement of worn out linen and curtains is to be made by the Steward to the Institute Authority beforehand. The Steward shall store the linens and curtains in proper manner and shall maintain a Stock Ledger Book  for the purpose duly endorsed by the institute’s Authorized Officials.
23. The Institute will be provide modern kitchen equipment and shall be handed over to the steward only as a custodian of the same. This is to be returned back to the institute on termination of the contract without any damage to the same. If found so a lump sum amount shall be deducted from the bill towards penalty. 

24. The Institute shall place under the care of the Steward furnished guest room,/rooms  with attached bathroom or separate bathroom along with all sanitary, electrical and other fittings and installation which  shall be the exclusive properties of the institute and Steward shall maintain an inventory list and supervise whether those are in working condition or not.
25. The following services must be provided to the guests by the guests by the steward.

· Guest must be provided with one small soap cake every alternate day.

· 2 bed sheets and one towel clean and ironed, to be changed every alternate day.

· Curtain and mosquito nets must be cleaned once every month.

· Rooms and toilets to be cleaned every day and kept shining. No acid is to be used.

· Leaky taps, fused-light bulbs, electrical faults, pumping and sanitary system defects are to be attended to as soon as practicable, but definitely within 48 hours of reporting.

· Institute Guest House(North Block) should be provided with the following newspaper by the  Steward: a) Times of India (E), b) Samaj (O), c) India Today  ( Magazine)

· Institute Guest House(South Block) shall be provided with (a) Indian express (English) (b) Sambad (Oriya)  and (c) India Today ( English)
26. The Institute shall take the responsibility for any major maintenance work connected with the building, water supply, electric supply, sanitary and sewerage system which will be carried out through Estate Maintenance as the case may be.
27. The Institute will bear the cost of electricity (except that consumed in the guest house kitchen, dining hall which has to be borne by the steward) and water charges.

28. In consideration of the service so to be rendered as aforesaid, the Institute shall pay to the Steward towards (a) engagement of manpower, (b) cost of washing of linen and curtains, (c) cost of minor repair and maintenance (d) supplying mops, air freshener, detergent, bath soap and toilet tissue and maintaining the complex neat and clean, on the basis of the above terms and conditions the party is requested to quote/furnish  the minimum amount required  per month / year to run the Guest House., Visitors House.
29. (a) The Steward shall provide catering service to guest as per the menu and price mutually agree to. The Steward shall not serve any alcoholic drink or tobacco products in the premises of the Institute Guest House(North & South Block). 

(b) The Steward is not allowed to provide catering service to persons other than those staying in the guest house (North Block & South Block) and participants of CE programmes/conferences, from the kitchen Guest House/Visitor House.  (He may however, provide catering service to members of Institute  community from the facilities just like any other Caterer with prior permission of the competent authority for certain social functions).

(c) The Steward will provide all kitchen utensils, crockery, cooking gas connection and cooking stoves. The steward shall have to pay for the repair and maintenance  of the kitchen and dining hall.
(d) Normally other caterers will not be permitted to serve food in south block dining hall or in the premises of south block. But they may be permitted to do so in the North Block.  If other caterers are permitted by the institute authorities to serve food in Guest House (either North Block or South Block) the steward shall cooperate with outside caterers to ensure proper treatment to guests.
30. The Caterer should engage the following persons  for Guest House(North & South Block)
· No formal security guards are necessary, but presence of at least one of staff member in each (North & south block) of the guest house. All the time is mandatory.

· Services such as room service, manning of counters, cleaning service, assistance in the kitchen etc have to be adequately provided. Depending on the skills of the persons employed, they   may share the jobs.

· No accommodation will be provided to the staff, but at least one of them should stay in the Guest House premises on the night to respond to bells and phone calls, receive incoming guests and provide service in case of emergences.
· Gardeners and cleaner and other may be shared among ( North & south block ) of the guest houses. But meal service should be available separately only specially items such as sweets etc may be shared. But breakfast, rice roti, vegetables, fish ect. must be cooked separately in the (North & south block) of the  guest houses, irrespective of the number of guests present.

· The expenses hiring gardeners, room boys, cleaners, receptionist etc should  be included in the contract amount, which that on kitchen staff should be included in estimating the cost of food items.
31. This agreement unless determined otherwise by mutual consent any time during  the contract period shall remain valid for a period of one year only commencing from the date of the agreement or any other date mutually agreed upon.
32. The agreement shall be terminated by efflux of time or earlier by one month’s notice in writing by either party to this agreement provided, however, if the Steward fails and / or neglects to take proper care of the Institute Guest House and complex to the reasonable satisfaction  of the Institute’s Authority or commits any act jeopardizing congenial atmosphere of the Guest House, the Institute shall be entitled to terminate the agreement forthwith upon  payment  of the contractual amount till date irrespective of serving of any notice   upon the Steward, after recovery of damage of the Guest House, furniture and fittings.
33. The steward shall collect the room rent for both (North & South Block)  as per the institute rules and submit the same at the finance section of institute regularly.

34. The steward shall sign an agreement with the institute after issue of the final order. 

35. This contract is for a period of one year and it will be reviewed each year based on satisfactory performance. 

36. The Institute rules shall be binding for execution of the contract. Further in case of any dispute arising out of or in connection with the aforesaid contract either during  subsistence  of the contract or thereafter the Director of the NIT is sole arbitrator to decide the same and the decision is final and binding on the party. The arbitration proceeding shall be conducted  in the jurisdiction of  Rourkela  court only in accordance with the provision of The  Arbitration and conciliation Act, 1996.  

�


Tender Notice 


For Maintenance and catering service of Institute Guest House (North & South Block)





Advertisement No.NITR/PW/08/38                                Date: 03.03.08





Sealed proposals in prescribed format are invited from established contractors for maintenance of the institute guest house (North & South block). The intending contractors are advised to inspect the site on any working day. The proposal should be submitted along with a bank draft of Rs.15000.00 (Rupees Fifteen Thousand only) towards E.M.D drawn in favour of Director NIT, Rourkela payable at Rourkela.The draft will be returned to the unsuccessful bidders within a month of the selection. Detailed format along with terms and conditions are available on our website at � HYPERLINK "http://www.nitrkl.ac.in" ��www.nitrkl.ac.in�. Bidders are requested to apply in a sealed envelope addressed to The Registrar, NIT, Rourkela superscribing the Advertisement notice no and due date in bold letters on the top. The Last date of submission of proposal is 26.03.08 by 3.00 P.M. Proposals  will be opened by the Tender Committee on the same day at 3.30 P.M in presence of the bidders or their authorized representatives .The Institute reserves the right to cancel /reject any or all  proposals  without assigning any reason thereof. 


                                                                                   sd/-


                                   				REGISTRAR     


Ph.No.0661-2476773


Fax No.0661-2462022                                      
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