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ITAUKEI LAND TRUST BOARD

431 Victoria Parade, GPO Box 116, Suva, Fiji Islands 

Tel: (679) 3312733 Fax: (679) 331 2014 Email: info@tltb.com.fj 

Web: www.tltb.com.fj



TERMS OF REFERENCE

Cleaning Services @ TLTB Head Office
TENDER #: 005/2020
1.0 BACKGROUND

Provision of cleaning service to all levels in TLTB Head office building at 431 Victoria Parade, Suva.

2.0
SCOPE OF CLEANING SERVICES 

INTERIOR CLEANING

The general cleaning of the building, including floors, stairways, walls, pillars, all ceilings, furniture, fittings, electric light shades and fittings, glazing (interior and exterior) door frames (inside and out), sanitary appliance, fire extinguishers and all metalwork. 
	SCOPE OF WORKS – CLEANING
	

	 
	

	Glass Cleaning
	

	Exterior/Interior 
	

	Wash and clean glazed doors interior and exterior.
	Daily

	Other glazed areas.
	Twice a week

	Spot clean and remove marks from all frontage glazing, mirrors, glass tabletops, glass doors, glass panels and partitioning. 
	Daily

	Clean glass doors and clean surrounding glass areas in entrance foyer(s).
	Weekly

	Clean glazed partitions, screens, glass table tops etc.
	Weekly

	 
	

	Cleaning – General
	

	Interior 
	

	Spot clean - doors, push plates, metal cabinets, light switches and doorjambs.
	Daily

	Vacuum carpeted or mop non carpeted area
	Daily

	Remove marks and clean lifts doors, walls, 
	Daily

	Clean all metal work, i.e. door handles, push plates, partition tops, etc.
	Weekly

	Wash and clean areas of applied decorative finishes such as in access ways - stairs treads, etc.
	Twice a Week

	Clean all light shades, light fitting and clocks, date boxes and any dirty marks on paint work (walls, doors etc).
	Monthly

	 
	

	Lunchroom/ Kitchens (Where applicable)
	

	Clean the kitchen sink, crockery and cutlery with a suitable cleaning agent. Do not disinfect.
	Daily

	Sweep and mop floors.
	Daily

	Clean and wipe bench tops and surrounds.
	Daily

	Remove marks from outside faces of cupboards, etc.
	Daily

	Damp wipe tables and chairs.
	Daily

	Wipe refrigerators, Stove, Microwaves and fittings.
	Weekly

	Buffing wooden floor area
	Monthly

	 
	

	Carpeted Floors/ Resilient Floors
	

	Sweep all floors, passageways, stairways and entrances.
	Daily

	Vacuum carpets. Lift up, shake and clean under all mats. 
	Daily

	 
	

	Toilets/Washrooms
	

	Clean and disinfect pans, seats, lids, urinals, door handles, taps and fittings.
	Daily

	Wash floors, including plugs and drains.
	Daily

	Clean and wipe down vanity units.
	Daily

	Spot clean marks from partitions and walls.
	Daily

	Empty rubbish from all containers and remove to disposal points.
	Daily

	
	

	Thoroughly clean mirrors.
	Weekly

	Clean pipes and doors.
	Monthly

	 
	

	Dusting
	

	Remove cobwebs - interior and exterior.
	Daily

	Dust all office desks, chairs and tables, furniture and fittings, including doors, telephones, firefighting equipment, skirting, architrave’s, tops of partitions/ledges/sills above ledges up to two meters, edgings, divisions, handrails, pictures, clocks counter signs, decorative screens and other such items.
	Daily


General Scope of work

1.1 Generally the scope of work for daily and routine cleaning service shall include the following:

(a) daily and periodic cleaning of all the interior and exterior surfaces of the

premises/units.
(b) daily cleaning of floors, counters and tables including the cleaning of toilets

allocated to each level and sweeping and mopping in busy areas, including the

disposal of litters;

(c) provision of daily and periodic glass cleaning service;

(d) the provision for periodic cleaning of all the exterior walls, external facades

and glass panels;

(e) quarterly shampooing of all carpeted floors and any extra shampooing service

at heavy duty area;

(f) Clearing and washing of crockery and glasses at TLTB kitchen.
1.2 In addition to the above, the Contractor shall also carry out additional cleaning

requirements as specified in the attached work specifications.
1.3 The Contractor while carrying out the above works shall comply and adhere to the requirements specified under the various cleaning guidelines and operational

frequency detailed in the attached work specifications. The contract sum shall deem to include all costs and expenses for, inter alia, the cleaning of all occupied offices, internal staircases, passages, lifts, lobbies, garbage collecting centres/points and bins, rest rooms, toilets, common staff areas, car parks, ramps, etc – surfaces of the walls, columns, partitions, both sides of doors and windows including frames, ceilings, furniture, telephones, office equipment, fire extinguisher, fire hose reel cabinets and all fittings(i.e. switches, signboards, light diffusers, air-conditioning grilles, sanitary fittings, etc).
1.4 The Contractor is to maintain all the premises in a clean state at all times and free of nuisances.

SCHEDULE 1

A)
The Contract Price shall be paid as follows:



	No.
	Building
	Cost/month

	1. 
	TLTB Head Office Building, Victoria Parade, Suva
	


The contract price shall be paid on a monthly basis no later than the 20th day of the month, following the month in which the cleaning services were provided. 

B)
Payment shall be made in the following manner:

Internet banking payment made payable to Friendly Mates (VIP) for the sum outlined in (A) above no later than the 20th day of the month, following the month in which the cleaning services were provided.

Tender closes at 4.00pm on Friday 11th of December, 2020
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