TERMS OF REFERENCE 
TECHNICAL BUILDING & FACILITIES MAINTENANCE AT UN HOUSE ABUJA 

[bookmark: _Toc147743851]Definitions & Terminology
	Business hours	
	7:00 a.m. to 9:00 p.m. (seven days per week)
Comprehensive Maintenance Programme

	Service Provider’s Work Schedule
	 24 hours seven days a week comprising Day time shift and Nighttime shift

	Emergency Services
	Task/Orders which require immediate attention. These may require and involve working outside normal business workday or hours. The Contractor will be expected to appropriately respond to calls by providing necessary support by way of effective remedial actions within 8 hours to mitigate emergency situations in a timely manner.

	Execution Plan
	Plan to be submitted by the Contractor containing the methods and disciplines to be used for the services delivery towards achieving set goals.

	General Instructions	
	Instructions, directives and guidelines that apply to all employee maintenance personnel.

	UN House Abuja Office hours	
	8:00 a.m. to 5:00 p.m. daily Monday through Thursday
8.00 a.m. to 12.30 p.m. Friday

	Routine Maintenance and Repair
	Preservation in a sound functional state and might include day-to-day electrical fittings  (including but not limited to) all Electricity Power Distribution Boards & Sub Distribution Boards, Lighting & Illumination Fixtures, Emergency Lighting systems, Sockets & Switches all over the building, Emergency Call Systems, CCTV & Camera Systems, CISCO System Intercom & telephony system, CATV Antenna Points, FM 200 units at Electrical & ELV Rooms, Low Voltage & Extra Low Voltage appliances and facilities), Access Control fittings, Smoke detectors, Fire Alarms, Public Address Systems, Projectors, Electronic Monitor Display Boards, Air conditioning & HVAC systems including the Chiller units, Air Handling Control Units,  Fan Coil Units, Thermostats, Valves and plumbing work, and the purchases of maintenance stock. Others are Road Blockers – K12 rated Delta Barriers (Tripod), K-8 rated Boom Barriers, K12, K8 & K4 rated Anti Blast Sliding Gates,  K8 rated Swing Gate, Revolving Door Turnstiles, K-12 Rated Delta Barriers, Rapiscan 622XR Baggage X-ray Machines, Garret PD 6500i Walkthrough Scanners, Anti Climb Perimeter Wall Electric Fence, Water Hydrant systems, Sprinkler systems, Cargo and Passenger Lifts, and Uninterrupted Power Supply (UPS) systems  A summarized inventory of the building facilities is provided in the accompanying Excel sheet.

	Scheduled Maintenance Services
	All routine maintenance functions identified in Section 4 for systems and equipment.

	Service Level Agreement
	A formal written agreement between a Service Provider and a Client detailing, in measurable terms, the Service(s) to be delivered, and the expectations of both parties in terms of Performance, Tracking and Reporting and Problem Management.

	UN
	United Nations

	UN House Manager
	UN staff member responsible for day-to-day oversight of Facilities Maintenance Program.

	UNDSS
	United Nations Department of Safety and Security

	Unscheduled Maintenance and Repair Services
	Minor maintenance and repair services which are not envisaged or included in the Comprehensive Maintenance Program.

	HVAC
	Heating, Ventilating and Air Conditioning.



	
						
	
					
	
						


1. [bookmark: _Toc147743849][bookmark: _Ref147645567][bookmark: _Toc147743852]Introduction 
UN House Abuja is the main operational base of the United Nations System in Nigeria. It is located at Plot 617/618 Diplomatic Drive, Central Business District, Abuja and accommodates the Country Offices of about 16 of the United Nations Agencies. Extensive rehabilitation work and upgrade of its facilities has been carried out recently to make it suitable and conducive for the UN Agencies.  
The buildings comprise offices, Conference halls and Meeting room facilities, Cafeteria, Dispensary, Gymnasium, Fuel Dump, Open spaces, Vehicle maintenance workshop, Storage and other ancillary areas. Facilities at UN House Abuja include (but not limited to) newly installed Mechanical & Electrical facilities, Passenger & Cargo Lifts, back-up power heavy duty generators and water reservoirs, fire safety systems, Extra Low Voltage facilities and electronic security systems as well as all Electricity Power Distribution Boards & Sub Distribution Boards, Lighting & Illumination Fixtures, Emergency Lighting systems, Sockets & Switches all over the building, Emergency Call Systems, CCTV & Camera Systems, CISCO System Intercom & telephony system, CATV Antenna Points, FM 200 units at Electrical & ELV Rooms, Low Voltage & Extra Low Voltage appliances and facilities), Access Control fittings, Smoke detectors, Fire Alarms, Public Address Systems, Projectors, Electronic Monitor Display Boards, Air conditioning & HVAC systems including the Chiller units, Air Handling Control Units,  Fan Coil Units, Thermostats, Valves and plumbing work, and the purchases of maintenance stock. Others are Road Blockers – K12 rated Delta Barriers (Tripod), K-8 rated Boom Barriers, K12, K8 & K4 rated Anti Blast Sliding Gates,  K8 rated Swing Gate, Revolving Door Turnstiles, K-12 Rated Delta Barriers, Rapiscan 622XR Baggage X-ray Machines, Garret PD 6500i Walkthrough Scanners, Anti Climb Perimeter Wall Electric Fence, Water Hydrant systems, Sprinkler systems, Cargo and Passenger Lifts, and Uninterrupted Power Supply (UPS) systems.
Some aspects of the support services related to effective and efficient facilities management & operation of all the Mechanical & Electrical facilities which constitute part of the common services require to be outsourced.
UNDP NIGERIA on behalf of other UN Agencies in Nigeria is hereby seeking the services of a reputable and experienced technical facilities management service company to provide prompt round the clock technical maintenance support services to keep the facilities optimally functional at all times,  through a well-articulated & timely Pre-emptive, Preventive, Routine, Corrective maintenance plan of action.
2. General
The UN System in Nigeria requires maintenance service Contractor(s) to perform both scheduled and unscheduled work orders at UN House Abuja in the location address indicated in paragraph 2.5 below.
The Contractor shall furnish managerial, technical, administrative and direct operational personnel to accomplish all work aspects as required in this Contract. 
The Contractor shall designate as Site Superintendent, a qualified and experienced representative who shall supervise the Contractor's workforce in implementing the contractual obligations at UN House Abuja and be the Contractor's liaison with the UN. The designated person shall be located on-site in a designated office during normal UN working hours and shall have supervision as his/her sole function during the times s/he is on duty. The Contractor's employees will be on-site only for Contractual duties and not for any other business or purposes. 
[bookmark: _Toc147743853]Hours of operation
Scheduled maintenance operations shall be organized during working hours. To the extent feasible tasks shall be scheduled in a manner which will minimize inconvenience to UN staff and visitors. Specifically, use of noisy machinery, ladders and/or scaffolding, wet mopping of floors and other potentially disruptive tasks shall, where possible, be done outside of Office hours.
[bookmark: _Toc147743857]Facilities to be provided to the Contractor
The UN shall make the following available to the Contractor for the purpose of implementing this Contract:
· Site Superintendent : The Site Superintendent  will be provided office space within the UN House premises for his/her functions  
· [bookmark: _Toc147743860]Utilities: The Contractor will be provided with limited utilities, as necessitated by the services to be provided.
· [bookmark: _Toc147743862]Access to building: Access by the Contractor’s personnel into the UN House building premises shall require the authorization of the UN Security Officer.
3. Services Covered
The services to be covered under this contract are broken down into service categories and interested bidders are required to bid for all the activities in scope indicated below.  
The details of the tasks under each category are specified under paragraph 5 Duties and Responsibilities.
	Services in Scope

	· Overall Management of Technical Building Maintenance & Operation of the Building Management System (BMS)
· Maintenance of all Air Conditioning Systems in all buildings within the premises including Trane HVAC Chiller systems.  
· Maintenance of all Electrical Facilities including the dedicated 1600KVA Transformer and HT Panel, Automatic Change Over Switch Gears, 2No. Fuel Dispensing Pumps (for Diesel & Petrol) etc  & Low Voltage Electrical Facilities/Equipment in all buildings such as Public Address Systems, Smoke Detectors, Emergency Lights, Uninterrupted Power Supply (UPS) Systems etc  and the external areas such as the Car Parks etc within the premises.
· Maintenance of Electro-Mechanical & Carpentry Facilities/Equipment and Passenger/Cargo Lifts within the premises.
· Maintenance of the Fire Facilities and Prevention in all buildings and the external within the premises.
· Maintenance and Operation of UN House Generators – Synchronized 3 Nos 700KVAs and 1No 400KVA Generators and Powerhouse Switch Gears, HT & LV Control Panels.
· Maintenance of all Security Infrastructure including Delta Barriers (Tripod), Road Blockers, Sliding & Swing Gates, Boom/Lift Barriers, Electronic Access Control systems, Revolving Door Turnstiles, CCTV Cameras, Anti Climb Electric Perimeter Fence
· Maintenance of the Water Reticulation System, Sanitary Facilities, Plumbing and Drainage in all buildings and external within the premises.
· Health Safety and Environment for the Services above.


[bookmark: _Toc147743863]Locations and Type of Structure to be maintained
All listed services are to be provided & carried out within the premises of UN House Abuja located at Plots 617/618 Diplomatic Drive, Central Business District, Abuja.
Interested contractors are advised to undertake a physical inspection of all the facilities before quoting for all the Service categories indicated in paragraph 2.4 above.
4. Services to be provided
4.1 [bookmark: _Toc147743864]General
The foregoing description of systems and services in recital 3 above, intends to convey a general understanding of the work required. Notwithstanding the descriptions contained herein, the intent of the Contract is to provide for all necessary services to be supplied such that a full preventive, scheduled and routine maintenance of all the facilities, breakdown attendance and emergency repair service is guaranteed.
Time is of the essence in this Contract and the immediate actions shall be to provide maintenances within the shortest possible turn-around time and emergency call-out, as well as repair I replacement service, such that the downtime experienced by the UN is avoided or where unavoidable, kept to a minimum time. In this regard:
· Where disruption to service is essential, planned shutdowns shall be carried out at pre-arranged times specifically to minimize the effects on UN business.
· Where service shutdowns are essential to permit emergency repair of any other system, the disruption shall only be undertaken with the specific agreement of the UN House Manager.
· Where the shutdown is a direct result of the failure of an item or equipment, attendance shall be within the time period (s) indicated in the Service Level Agreement(s) and all necessary actions shall be taken to return equipment back in working order.
4.2 [bookmark: _Toc147743865]Maintenance Requirements
· All inspections, tests, maintenance services and repairs shall be carried out generally in accordance with the manufacturers' recommendations, instructions and to the satisfaction of the UN System in Nigeria.
· The Contractor shall dispatch competent and experienced engineers and technicians equipped with the appropriate testing instruments, tools, equipment, etc. to inspect, service, test, adjust and maintain all service installations in a diligent & satisfactory operating condition. The Contractor shall allow for carrying out such inspection, service, testing, adjustment and maintenance at a time outside normal office hour including general holidays.
· The Contractor shall arrange at least two of its senior technicians thoroughly familiarized with all aspects of such installations to be responsible for inspection, maintenance and testing of the installations. 
· The Contractor shall be responsible for all repairs necessary to maintain the fire service installations in a safe, reliable and operative condition at all times. The Contractor must ensure that his servicing staff shall carry out the necessary repairs by utilizing manufacturer's original replacement parts. 
· The Contractor shall ensure minimum interruption to the functioning of service equipment during each inspection, testing, repair or maintenance service. The Contractor shall inform the UN House Manager of the commencement and completion of each job. 
· After each routine inspection, testing and maintenance service, the Contractor shall, within one week, furnish to the UN House Manager, a hard and electronic report that is complete with the following details: 
· Date and time of inspection, testing and maintenance service.
· Persons carrying out the task.
· Details of inspection and maintenance service.
· Results of all tests performed.
· Steps to be taken
· Any other remarks as necessary 
4.3 [bookmark: _Toc147743866]Personnel 
[bookmark: _Toc147743867]4.3.1 General
The UN aims to work to the highest ideals of the International Labor Organization.  Included in this interest is that personnel employed under this Contract are motivated to do their best. This requires, among other issues, that remuneration offered to contracted staff is above the National Minimum Wage & adequately sufficient for them to maintain minimum living standards.
4.3.2 Removal of personnel
The Contractor shall maintain discipline at the site and at all times take all reasonable precautions to prevent any unlawful, riotous or disorderly conduct by or amongst those employed at the site and for the preservation of peace and protection of persons and property in the neighborhood of the UN House against the same. The UN may require in writing that the Contractor remove from the work any employee that the UN deems incompetent, careless, dishonest, unruly, insubordinate or otherwise objectionable, or whose continued employment on the project is deemed by the UN House Manager to be contrary to the UN's interests.
4.3.3 Security 
The Contractor is responsible to carry out a security check on all staff to be employed for this Contract. After award of the Contract, the Contractor has twenty calendar days to submit to the UN Department of Safety & Security (UNDSS) Chief Security Advisor, a list of workers and Site Superintendent s assigned to this project for the UN. The UNDSS Security Advisor shall have the right to reject any of the proposed staff members with reason.
For each individual the list shall include Full Name; Place and Date of Birth; Current House Address; Identification number; Telephone number(s)
Additionally, the Contractor shall provide two passport-size photographs of each employee proposed for this Contract.
Failure to provide any of the above information may be considered grounds for rejections and/or resubmittal of the application. Once the UNDSS Chief Security Advisor has approved the applicants, a badge will be provided to each individual for access to the site. This badge may be revoked at any time due to the falsification of data, violation of terms of this contract, or misconduct on site.
4.3.3.1 Standards of conduct
1. General. The Contractor shall maintain satisfactory standards of employee competency, conduct, cleanliness, appearance and integrity and shall be responsible for taking such disciplinary action with respect to employees as may be necessary. Each Contractor employee is expected to adhere to standards of conduct that reflect credit on themselves, their employer, and the UN. The UN House Manager reserves the right to direct the Contractor to remove an employee from the worksite for failure to comply with the standards of conduct. The Contractor shall immediately replace such an employee to maintain continuity of services at no additional cost to the UN.
1. Uniforms and Personal Equipment. All employees when on duty shall wear clean, neat and complete uniforms clearly identifying them as staff of the Contractor. The Contractor shall provide for each employee and Site Superintendent  uniforms and personal equipment appropriate for their work.
1. Neglect of duties shall not be condoned. This includes sleeping while on duty, unreasonable delays or failures to carry out assigned tasks, conducting personal affairs during duty hours and refusing to render assistance or cooperate in upholding the integrity of the worksite security.
1. Disorderly conduct, use of abusive or offensive language, quarreling, intimidation by words, actions, or fighting shall not be condoned. Also not condoned is participation in disruptive activities, which interfere with normal and efficient UN operations.
1. Intoxicants and Narcotics. The Contractor shall not allow its employees while on duty to possess, sell, consume, or be under the influence of intoxicants, drugs or substances, which produce similar effects.
1. Criminal Actions. Contractor employees may be subject to criminal actions as allowed by law. These include but are not limited to the following actions: falsification or unlawful concealment, removal, mutilation, duplication or destruction of any official documents or records or concealment of material facts by willful omission from official documents or records; unauthorized use of UN property, theft, vandalism, or immoral conduct; unethical or improper use of official authority or credentials; security violations; and organizing or participating in gambling in any form.
1. Key Control. The Contractor shall receive, secure, issue and account for any keys issued for access to buildings, offices, equipment, gates, etc., for the purposes of this Contract. Keys shall not be duplicated without the UN House Manager’s approval. Where it is determined that the Contractor or its agents have duplicated a key without permission of the UN House Manager, the Contractor shall remove the individual(s) responsible from performing work under the Contract. If the Contractor has lost any such keys, the Contractor shall immediately notify the UN House Manager. In either event, the Contractor shall reimburse the UN for the cost of re-keying that portion of the system so compromised.
4.4 [bookmark: _Toc147743868]Tools and equipment
The Contractor shall provide all necessary tools, equipment and instruments to execute the services. These will be held on-site for use and must be available for the Contractors’ (and subcontractors’) use during maintenance and other service operations.
4.5 Site Superintendent 
The entire operation of the Contracted services shall be superintended by an experienced and qualified Maintenance Manager/Site Superintendent, who shall be empowered to take decisions relating to services and materials and who shall maintain a close contact with the UN House Manager in order to coordinate the performance of the Contracted services with the needs of UN.
The Site Superintendent Site Superintendent shall be on duty throughout the normal office hours of the UN House. S/he shall also superintend the performance of all Contracted services on Saturdays, Sundays, and holidays. The Site Superintendent  is responsible for:
· Maintenance scheduling and reporting services
· Document management services
· Monitor / manage pre-emptive, routine, corrective and preventive maintenance services
· Provide technical support service
· Surveillance and inspection of activities
· Auditing of activities
· Assessment of quality plan
4.6 24-hour emergency availability
The Contractor shall provide a 24-hour emergency call and e-mail/internet services for the Project Site Superintendent  and his/her replacement. 
4.7 [bookmark: _Toc147743871]Materials and supplies
[bookmark: _Toc147743872]Selection and approval of materials
Standard of quality
All materials and equipment incorporated into the work shall be new and for the purpose intended, unless otherwise specified, and all workmanship shall be of good quality and performed in a skillful manner.
Identical original parts of similar equipment shall be interchangeable and any items, fittings or accessories, which are used in quantity, shall in each case be the product of one manufacturer and shall be used only for the service recommended by that manufacturer.
4.8 Other key project personnel
The Contractor shall be responsible for providing qualified technicians (with at least one of each trade) with relevant experience of more than 3 years to meet the minimum requirements to perform maintenance services in accordance with the maintenance plan and unscheduled services.  
4.9 Materials and supplies
Selection and approval of materials
Standard of quality
All materials and equipment incorporated into the work shall be new and for the purpose intended, unless otherwise specified, and all workmanship shall be of good quality and performed in a skillful manner.
Identical original parts of similar equipment shall be interchangeable and any items, fittings or accessories which are used in quantity, shall in each case be the product of one manufacturer and shall be used only for the service recommended by that manufacturer.
4.9.1.1 Selection by Contractor
Where the Contract permits the Contractor to select products, materials or equipment to be incorporated in the work, or where specific approval is otherwise required by the Contract, the Contractor shall furnish to the UN House Manager, for approval, the name of the manufacturer, model number, and source of procurement of each such product, material or equipment, together with other pertinent information concerning the nature, appearance, dimensions, performance, capacity, and rating thereof, unless otherwise required by the UN. 
Such information shall be provided in a sufficiently timely manner to permit evaluation by the UN House Manager in-line with the requirements of the Contract. When directed to do so, the Contractor shall submit samples for approval at the Contractor's expense, with all shipping charges prepaid. Installation or use of any products, materials or equipment without the required approval shall be at the risk of subsequent rejection.
4.9.1.2 Custody of Materials
The Contractor shall be responsible for the custody of all materials received for incorporation into the project, including UN furnished materials, upon delivery to the Contractor or to any person for whom it is responsible, including subcontractors. The Contractor shall deliver all such items to the site as soon as practicable. If required by the UN, the Contractor shall clearly mark in a manner directed by the UN House Manager all items of which the Contractor has custody but which have not been delivered or secured at the site, clearly indicating the use of such items for the UN.
4.9.2 [bookmark: _Toc147743873]Warranty Information
The Contractor shall obtain and furnish to the UN House Manager all information which is required in order to make any subcontractor's, manufacturer's, or supplier's guarantee or warranty legally binding and effective, and shall submit both the information and the guarantee or warranty to the UN in sufficient time to permit the UN to meet any time limit requirements specified in the guarantee or warranty, but not later than completion and acceptance of all work under this Contract.
4.9.3 [bookmark: _Toc147743874]Imported materials, equipment and personnel
4.9.3.1 Shipment and Customs Clearance
1. Costs to be borne by Contractor for Scheduled Maintenance.
	The Contractor is responsible for paying all charges, whatsoever, except customs duties as provided herein, incurred in obtaining materials that must be imported for the project and in transporting the materials form their place of origin to the site. Moving costs shall include, but not necessarily be limited to packing, handling, cartage, overland freight, ocean freight, transshipment, port, unloading, customs, clearance and duties (other than customs duties as provided herein), unpacking, storage, and all other charges including administrative costs in connection with obtaining and transporting the materials from their source to the project site. 
1. Costs allowed for Reimbursement to Contractor for Unscheduled/Emergency Services. 
	If the Contractor is required to order imported materials/equipment for unscheduled/emergency services to complete the repairs, the Contractor is entitled to reimbursement at cost of transportation and handling charges. No overhead, profit, or other charge shall be considered. The Contractor shall follow instructions for duty-free clearance to be provided by the UN. Failure to comply with these instructions shall not be grounds for reimbursement by the UN of any costs associated with customs clearance/duties.
1. Duty-free Clearance.
	The Contractor shall follow the instructions of the UN House Manager as to the manner of labeling the shipping containers or otherwise processing shipments of imported materials in order to obtain or continue to receive, duty free clearance through customs. The Contractor shall be responsible for the payment of customs duties, if any, which (1) are imposed on items which are not labeled and processed in accordance with the UN House Manager’s instructions, (2) are imposed on the Contractor’s tools, construction equipment and machinery imported for use on the project, or (3) are otherwise ineligible for duty-free entry.
1. Customs Clearance.
	UNDP will be responsible for obtaining customs clearances, and for obtaining exemption certificates or paying customs duties not waived, for imported products, materials and equipment which are labeled and processed in accordance with the UN House Manager’s instructions. The UN shall not be responsible for obtaining customs clearance for the Contractor’s tools, construction equipment or machinery, nor for obtaining visas, entry or work permits for the Contractor’s personnel. 
4.9.3.2 Surplus Materials
Unless otherwise specified, any surplus materials, fixtures, articles or equipment remaining at the completion of the project shall become the property of the Contractor, except those items furnished by the UN, the cost of which is not included in the Contract price.
4.9.4 [bookmark: _Toc147743875]Contractor’s inventory program
The Contractor shall establish a plan to include written maintenance, use, and inventory programs for all property, equipment, and materials used in performance of this Contract. The inventory system shall ensure that preventive maintenance spare parts are in stock when needed. This includes both Contractor furnished materials and UN furnished property. The procedures shall ensure that the property, equipment, and materials, will be used only for those purposes authorized in the Contract. The inventory program shall include procedures for conducting physical inventories, including scheduling, responsibilities, and recordkeeping, for all property, equipment and materials used by the Contractor. Negligent use of UN furnished property that results in damage or destruction is cause for repair or replacement at the Contractor's expense. This inventory shall be both in hard copies and in programmable system software. 
4.10 [bookmark: _Toc147743876]Comprehensive Maintenance Programme (CMP)
The Contractor shall submit a proposed maintenance programme and activities at least two (2) weeks before commencing the Contract. The Contractor will carry out the appropriate maintenance of the installation(s), facilities, infrastructures, parts, machines, controls etc. Should the Contractor fail to submit a comprehensive submission within the specified period, the UN House Manager shall forthwith propose a program that will deem to be accepted by the Contractor. 
The CMP shall contain proposals for detailed Service Level Agreements (see also 5.2.2 below)
For scheduling, the Contractor is expected to use a Computerized Maintenance Management System (CMMS).


5. [bookmark: _Toc147743877][bookmark: _Ref147626711]Duties and responsibilities
	SERVICES IN SCOPE

	Detailed Necessary Maintenance Schedule for each Services in the Scope shall be submitted along with Bids but not limited to those detailed below. 
The Maintenance frequency for each detail shall be daily, weekly, monthly, quarterly, yearly and if/when necessary.

	Lot 1 Overall Management of Technical Building Maintenance & Operation of the Building Management System (BMS)
Lot 2 Maintenance of all HVAC, Trane Chiller Air Conditioning Systems and other Air conditioners in all buildings within the premises.  
Lot 3 Maintenance of all integrated Mechanical, Electrical & Low Voltage Facilities/Equipment in all buildings and the external within the premises. 
[bookmark: _Hlk95470801]Lot 4  Maintenance of Integrated Physical Security System including but not limited to  Electro-Mechanical & Carpentry Facilities/Equipment within the premises including all Delta Barrier (Tripod) Road Blockers, Boom/Lift Barriers, Anti-Blast Sliding Gates, Revolving Doors/Turnstiles (Electronic & Card Controlled), CCTV Cameras, Electric Fence, Lighting Systems, Baggage Scanners, Walkthrough Metal Detectors, Fire Alarms, Smoke Detectors, Cargo & Passenger Lifts, Public Address Systems, Conferencing & Meeting Rooms Delegate systems, Lectern and Projector systems, Internal & External Security Lighting systems, Door Locks and Other Carpentry & Joinery Maintenance Requirements etc. 
Lot 5 Maintenance of the Fire Facilities and Prevention in all buildings and the external within the premises.
Lot 6 Maintenance and Operation of UN House Generators, 1600KVA Transformer and Powerhouse Automatic Switch Gears, HT & LV Control Panels.
Lot 7 Maintenance of the Water Reticulation System, Sanitary Facilities, Plumbing and Drainage in all buildings and external within the premises.
Lot 8 Health Safety and Environment for the Services above.


5.1 Electrical
5.1.1 Routine Maintenance – Power Supply and Illumination
5.1.1.1 Daily Visual Inspection
The following visual system inspection shall be carried out daily:
1. Check illumination of all lighting points to ensure adequate lighting of offices, bathrooms, meeting rooms, reception hall, waiting areas and all other common areas as well as external lighting including security/garden streetlights within the premises.
1. Timely replacement of any faulty lamps, bulbs or fluorescent tubes.
1. Cleaning of light fittings to remove dust particles, debris & insects wastes 
The Contractor shall ensure effective & efficient functionality of the Building Management System (BMS) and report the following information: 1. Faults and Alarms; 2 Damages; 3. Routine management prompt; 4. Logs of changes made on the BMS Operation.
5.1.1.2 Weekly Visual Inspection
The following visual system shall be carried out weekly: a) Power outlets; b) UPS and emergency battery pack; c) ELV Equipment; d) Public Address Systems; e) Smoke detectors and Alarm Systems; f) Baggage Scanners; g) Walkthrough Metal Detector; h) Revolving Doors Turnstiles; i) Anti-climb Electricity Perimeter Wire Fence; j) .
The Contractor shall report the following information: a) Damages; b) Faults; c) Missing equipment (if any).
5.1.1.3 Monthly Maintenance Service
The following systems works shall be carried monthly:
General
· Inspect the entire equipment and networks on the BMS installation serving to check for signs of faults or damages to any of the facilities & immediately make good any damage, etc.
· Conduct [preventive and routine] maintenance tasks as scheduled by equipment manufacturer / supplier.
· Report to the UN House Manager for advice as to the necessity to repair or replace items that may tend to deterioration of services.
· Provide report to the UN House Manager actions taken and quote for all additional work considered necessary.
· In the report to the UN House Manager, re-order replacements for all spare parts and consumables used.
11 kV Switch Gear, Transformer, Main Distribution Panel, Sub Distribution Panel
· Check all switches, contactor relays, fuses.
· Check housing.
· Check controller and timer.
· Load check.
· Check all cable terminations and earth connection for tightness.
· Check spare parts, fuses and tools.
· Check lighting, sockets, emergency lighting of switch rooms.
· Check earthing system and connection of switch room are in order.
· Check and update the circuit charts.
· Function tests.  
· Cleaning of equipment.
Lighting and Small power
· Replace any faulty lamps or fluorescent tubes and starters.
· Check the light fitting louver / reflector. 
· Check the lighting control & dimming system are in order.
· Check the operation of the CCTV/motion detection system.
· Check all ELV equipment including Access Control.
· Function test of all ELV related to evacuation of Building.
· Check that all socket outlets, power, data points and switches are in order.
· Function test in accordance with international standards and the manufacturer’s ‘Maintenance and Operation Manuals’.
· Cleaning of equipment.
5.1.1.4 Quarterly Maintenance Service
The works required to be carried out every three months under routine maintenance include the following:
General
· Perform normal duties as per monthly inspections.
· Technical testing accordance with international standards and the manufacturer’s ‘Maintenance and Operation Manuals’ 
· Function testing in accordance with international standards and the manufacturer’s ‘Maintenance and Operation Manuals’
· Service in accordance with international standards and the manufacturer’s “Maintenance and Operation Manuals”
Quarterly Maintenance Service
· 11 kV automatic switch gear
· 1600KVA Transformers [Main and Metering]
· All Panels in the Power Room  including: 
· Main Distribution Panels
· HT Panel
· Change Over Panel
· Essential Load Panel
· All Control and Sub Distribution Panels installed in all Buildings
· UPS and UPS Panels
· Emergency Battery Packs
5.1.1.5 Annual Maintenance Service
The works required to be carried out annually under routine maintenance include the following:
General
· Perform normal duties as per quarterly inspections.
· Technical testing accordance with international standards and the manufacturer’s ‘Maintenance and Operation Manuals’.
· Function testing in accordance with international standards and the manufacturer’s ‘Maintenance and Operation Manuals’.
· Service in accordance with international standards and the manufacturer’s “Maintenance and Operation Manuals”.
5.2 Heating Ventilation and Air Conditioning (HVAC) Trane Chiller systems
Daily, Weekly & Monthly Maintenance Service 
· Visually inspect the entire installations to check for signs of leakage or damage to the Chillers pumps, cladded pipes inside Ceilings conveying chiller air conditioned air, Air Handling units, Fan Coil Units, Thermostats and all other composite accessories connected to the Air Conditioning system and independent air conditioners installed in all buildings.
· Immediately make good any damage and stop leaks etc.
· Visually inspect the operation of all equipment, facilities and fittings associated with the Contract to ensure they are operationally satisfactorily including the humidity and temperatures.
· Visually inspect the condition and working of the air handling units and check condensation drains.
· Visually inspect all pipes and ducts thermal insulation and rectify as necessary.
· Visually inspect all grilles, filters and diffusers condition and rectify as necessary.
· Visually inspect room temperature controller and air handling unit controller.
· Visually inspect all drain pans, clean and ensure drains are fee flowing and no fungus growth exists.
· Water levels in the Chiller system etc.
· Report to the UN House Manager for advice as to the necessity to repair or replace items that show signs of distress that may lead to deterioration of service.
· Provide report to the UN House Manager on all actions taken and quote for all additional work considered necessary.
· In the report to the UN House Manager, re-order replacements for all spare parts and consumables used.
Quarterly Maintenance Service
· Perform normal duties as per monthly inspections.
· Check security of electrical connections to all equipment.
· Replace all filters for air handling units (four times per year), split units (twice per year) and console units (twice per year).
· Make sure:
· Air intake screens and louvers are unobstructed and clean.
· Fan and other equipment chambers are clean and free of construction debris.
· Floor galleys and all drainage traps are clear and operational.
· Fans have been checked for impeller housing clearance and are free of foreign objects.
· Cooling exchangers are clean and fins have been combed.
· Dampers are clean.
· Ducting and other airways are clean.
· All electrical wiring circuits (power, lighting and controls) are completed, or will be completed at the correct stage during the commissioning sequence.
· All electrical panels have been cleaned of dust and debris and have been checked electrically and motors have been insulation tested.
· Lighting systems are operational.
· Permanent power supplies are available at the electrical panels, to enable all the connected equipment to the satisfactorily commissioned.
· All equipment has been checked for: Equipment rotation// Condensation// Lubrication// Belt tension// Motor fixings and bearings// Duct flexible connector correctly aligned// Keyway and setscrew tightness// Clean condition// Vibration isolation adjustment// Good condition of all materials// Correct overloads and amperages// Investigate and locate all stop-start, disconnect and circuit interruption devices// Inspect fan inlet and outlet, to ensure satisfactory performance conditions have been provided// Clean grills
· All outside air, return air and spill air dampers are operable
· All fire and volume control dampers (mechanical or motor driven) have been fitted and have been left in the fully or designed open position.
· The supply air systems have been blown through.
· Record air temperature airflow, on and off control.
· Test heat exchangers & associated equipment.
· Provide report to the UN House Manager all complaints / comments received and actions taken or proposed, along with the cost thereof of the materials required, recommendations and any other necessary actions.
Annual Maintenance Service
Perform normal duties as per Quarterly inspections. Flush all drainpipes.
5.3 [bookmark: _Toc147743889]Other electro-mechanical equipment: swing and sliding gates, delta barriers, boom barriers, revolving doors/turnstiles, etc
Daily, Weekly & Monthly Maintenance Service 
Contractor shall maintain all in good state of functionality and repair. Maintenance shall include, but not be limited to:
· Regular inspection of all electrical controls
· Check and clean motors
· Lubrication of all moving parts
· Adequate water drain
5.4 Water supply, Sanitary & plumbing and drainage
Daily Visual Inspection
The following system shall be carried out daily visual inspection:
· Booster pump station including fire-fighting equipment
· Water tanks
· Borehole installations
The Contractor shall report following parameter and information:
· Faults and Alarms
· Damages and faults
· Water level in the tank
· System pressure 
· Leakages
· Record of water consumption
Weekly Visual Inspection
The following system shall be carried out:
· Toilets, urinals, washbasin, accessories
· Water plant room
· Fire Fighting equipment
· Booster pump station, pipes, valves
· Sump pumps
· Roof drains, floor drains
The Contractor shall report following parameter and information:
· Damages and faults
· Missing equipment (if any)
Monthly Maintenance Service
· Functional testing of equipment (filter, valve, tap, mixer etc)
· Functional testing of booster pumps and check of system parameter
· Functional testing of sump pumps
· Functional testing of Fire-fighting equipment Check electrical control panels
· Check, clean or replace water filter cartridges
· Check the electrical water heaters
· Check operation of all sump pumps
· Inspect the plumbing system including the cold and hot water pipes, valves, water heater & taps
· Cleaning of equipment
· Cleaning of roof and floor drains
· Provide report to the UN House Manager on all action taken.
· In report to the UN House Manager, reorder replacements for all spare and consumables to be used.
[bookmark: _Toc147743896]Quarterly Maintenance Service 
· Perform the normal duties as per monthly inspections.
· Replace water filter cartridges if required.
· Clean drainage sump and pump set and check Auto-Changeover and alarm operations.
· Test and record the control and system interfacing for booster pumps and sump pumps.
· Test operation and record of all control and system interface with other services. 
· Provide report to the UN House Manager on all complaints and/or comments received and actions taken or proposed.
[bookmark: _Toc147743897]Annual Maintenance Service
· Perform all duties as per Quarterly inspections.
· Clean all the cutters when necessary.
· Clean the drains on the roof from leaves.
· Clean all taps, rod out all drains.
· Clean yearly the water storage tank.
· Check beading on all fittings exposed to high levels of moisture and re-caulk as necessary.
5.5 [bookmark: _Toc147743898]Kitchen equipment
The routine maintenance for the Kitchen equipment will be done by kitchen personnel. The Contractor shall be capable to do corrective service and repair works on request of the UN House Manager.
5.6 Fire prevention
In close coordination with UNDSS Facility Security Manager and Fire Marshall, This maintenance shall include the following services but not limited to:
· Daily visual inspection
· Monthly routine maintenance and functional testing
· Quarterly routine maintenance and functional testing.
· Yearly general inspection
5.7 Daily Visual Inspection 
The following visual system inspection shall be carried out daily:
Sprinkler System
· Fire electrical booster pump station
· Fire diesel booster pump station
· Water tank 
· Control panels
The Contractor shall report following parameter and information:
· Faults and Alarms 
· Damages and faults
· Water level in the tank
· System pressure 
· Leakages
Weekly Visual Inspection 
The following system shall be carried out daily visual inspection:
Hose Reel Wall Hydrants and Extinguishers
· Nozzle and hose reel
· Extinguishers
The Contractor shall report following parameter and information:
· Faults and Alarms 
· Damages and faults
· Missing Equipment
Monthly Maintenance Service
Sprinkler
· Functional testing of booster pumps and check of system parameter
· Check of change over between electrical and diesel booster pump station
· Check of water flow indicator
· Check of interface to the fire alarm system
· Check control panel
· Check alarm indication
· Cleaning of equipment
Wall Hydrants
· Functional testing wall hydrants
· Cleaning of equipment
Quarterly Maintenance Service
Sprinkler
· Perform all duties as per monthly inspections.
· Inspection of pipe system, valves, etc
· Corrosion protection if necessary 
· Check of control panel and wire termination
· Load check of booster pump station
Yearly General Inspection
Sprinkler
· Perform all duties as per monthly and quarterly inspections.
· Detailed functional check including. measuring of water flow rate
Hose reel wall hydrants
· Perform all duties as per monthly inspections.
· Detailed function check incl. measure of water flow rate
Extinguishers
· Portable fire extinguishers shall be inspected and checked to ensure that they are in good working condition. Any extinguisher found not in proper working condition shall be reconditioned and/or recharged to the required standard.
5.8 Low Voltage Systems
Extra Low Voltage Systems include:
· PABX / telephone / data
· CCTV / CATV
· Access control
· Alarm Systems [Fire, Disabled, Electric Fence etc]
· Public Address, Video projection and Multi-Media
· Building Management System
Daily inspection
The following system shall be carried out daily through visual inspection:
· PABX working station
· CCTV/CATV working station
· Access control working station and main gates
· Alarm systems remote stations
· Data switches and server
· Public Address, Video projection and Multi-Media
· Building Management System
The Contractor shall report following parameter and information:
· Faults and Alarms 
· Damages and faults
Weekly Visual Inspection
The following system checks shall be carried out weekly:
· Fire Alarm detectors
· Access control card reader
· Telephone and data outlets
· CCTV cameras
· PA system and projection equipment
The Contractor shall report following parameter and information:
· Damages and faults
· Missing equipment
Monthly Maintenance Service
The following systems works shall be carried monthly maintenance service.
General
· Inspect the entire installation serving to check for signs of damage or overheating. Immediately make good any damage, etc.
· Conduct maintenance tasks as scheduled by equipment manufacturer I supplier
· Report to the UN House Manager advising on the necessity to repair or replace items that may tend to deterioration of services
· Provide report to the UN House Manager on actions taken and quote for all additional work considered necessary.
· In the report to the UN House Manager re-order replacements for all spare parts and consumables used.
Specific maintenance on a monthly basis shall be carried out for as indicated below.
5.8.1.1 [bookmark: _Hlk95474389]Routine Pre-emptive maintenance of Integrated Physical Security System including but not limited to  all Electro-Mechanical & Carpentry Facilities/Equipment within the premises including all Delta Barrier (Tripod) Road Blockers, Boom/Lift Barriers, Anti-Blast Sliding Gates, Revolving Doors/Turnstiles (Electronic & Card Controlled), CCTV Cameras, Electric Fence, Security Lighting Systems, Baggage Scanners, Walkthrough Metal Detectors, Fire Alarms, Smoke Detectors, Cargo & Passenger Lifts, Public Address Systems, Conferencing & Meeting Rooms Delegate systems, Lectern and Projector systems, Internal & External Lighting systems etc.
5.8.1.2 Visual Inspection of equipment, Functionality checks – Electrical components, Electronic sensors and Mechanical checks; Degreasing, Cleaning & Regreasing Moving Parts; Checks on all Screws, Bolts & Nuts; Mechanical checks; Image Quality, Radiation Checks for Baggage Scanners.
 CCTV / CATV
· Check of cameras, video switch and recording
· Check parameter
· Check battery back up
· Check all cable terminations
· Check spare parts, fuses and tools.
· Check and update the circuit charts
· Function test of system 
· Cleaning of equipment
· Check of television sets, clarity of stations and subscriptions
· Check all cable terminations
5.8.1.3 Access control and Intrusion prevention (including all Delta Barrier (Tripod) Road Blockers, Boom/Lift Barriers, Anti-Blast Sliding Gates, Revolving Doors/Turnstiles (Electronic & Card Controlled systems) X-ray machines, Walk through Metal detectors, Table microphone and Electric fence)
· Check of card readers
· Check electrical door opener
· Check of software and parameter
· Check controller and timer
· Check battery back up
· Check all cable terminations
· Check spare parts, fuses and tools.
· Check and update the circuit charts
· Functional test of system 
· Cleaning of equipment
5.8.1.4 Fire alarm
· Check all loops and detectors
· Check housing
· Check controller and timer
· Check battery back up
· Check all cable terminations
· Check spare parts, fuses and tools.
· Check and update the circuit charts
· Function test of the system 
· Cleaning of equipment
5.8.1.5 Public Address, Video projection and Multi-Media
· Check of loudspeaker, amplifier, mixing console, microphones 
· Check of tape and disc player
· Check Projectors, Screen and connections
· Check spare parts, fuses and tools.
· Check and update the circuit charts
· Functional test of systems 
· Cleaning of equipment
5.8.2 Quarterly and Annual Maintenance Service
The works required to be carried out quarterly or annually under routine maintenance include the following:
General
· Perform normal duties as per quarterly inspections.
· Technical testing accordance with Annex D.
· Function testing in accordance with Annex D.
· Service in accordance with international standards and the manufacturer “Maintenance and Operation Manuals”
Quarterly and annually maintenance service shall be done for all extra low voltage systems.


5.9 Scope Of Work for Generators Maintenance at UN House, Abuja
TYPES OF MAINTENANCE REQUIRED
0. Pre-Emptive Maintenance
0. Routine Maintenance  
3.    Breakdown/Re-active Maintenance
4.    Preventive Maintenance
PROCEDURE & RECORDS
1. Operate, service and maintain the generators focusing particularly on the manufacturers’ recommended schedule of operation and maintenance as contained in the Operator’s manual and the workshop maintenance guide.
1. One Electrical engineer, Two senior Diesel Generator Technical foremen and two very skilled diesel generator technicians on two shifts (day and night) of 12 hours each shift with the appropriate tools and equipment. The 5th staff shall be a general duty reliever in case of unavoidable absence to duty by any of the permanent personnel.
1. Organize regular training on the equipment for the appropriate personnel, sponsoring one engineer and one technician on caterpillar generators and control systems.
5.9.1 DAILY ACTIVITIES
The Engineers and Technicians shall check and ensure:

1. Recommended engine oil level, water (coolant) level, battery readiness (voltage level).
1. electrolyte and terminal connections.
1. Stock level of diesel and request for replenishment at appropriate level of 50% reserve.
1. Monitor generator sets in operations and taking appropriate readings & records of all the parameters on hourly basis whether generator is on load or under simulation.
1. That the machines, canopies and engine room are sparkling clean (in and out) at all times;
1. Observe and monitor the auto synchronization and load transfer operations.
5.9.2 WEEKLY ACTIVITIES:
5. simulate auto synchronization and control systems to run generators up to 30 minutes each, every Sunday night or if machines have been idle for up to two days due to steady power supply.
5. Check battery charging systems: charging alternator for brushes and carbon dust then trickle charger for voltage out-put.
5. Check next service date for the two systems:  (synchronized and single sets) and ensure that all materials, equipment and personnel for next servicing are available.
5.9.3 EVERY MONTH ACTIVITIES:
1. Check drive belts for tension and tear
1. Check coolant pH value.
1. Check radiator matrix and clean if necessary
1. Submit maintenance/service report with copies of records to clients.
5.9.4 EVERY 200 HOURS OR 2 MONTHS (whichever occurs first)
Change:		Lubricant (Engine Oil)
			All oil filters
			Fuel (diesel) filters
			Water Filters
			Radiator Coolant or add inhibitor if necessary
			Change/clean air filter as necessary
Steam Clean Engine and Radiator matrix.
5.9.5 ONCE A YEAR ACTIVITIES:
	Remove and service injectors
	Inspect turbo chargers for end float, lift or blade damage
	Check and re-torque cylinder head bolts
	Reset Tappets
	Steam Clean Engine and Radiator matrix.
HOURS OF WORK
1.	Day Duty:	7.00 a.m. – 7.00 p.m. 
2.	Night Duty:	7.00 p.m. – 7.00 a.m.
RESPONSIBILITIES:-
Service Staff – Day & Night
Carry out all the stipulated daily activities and shall be responsible for:
1. Peripheral checks on the generators viz:  engine oil, radiator coolant, diesel stock level and battery conditions.
1. Monitoring the Generator Sets in operation and taking readings as set out on the log book.
1. Satisfactory neatness on the machines and surrounding
1. reporting to the Site Superintendent  and taking instruction and attend to other relevant functions assigned them.

[bookmark: _Hlk105399983]Electrical/Mechanical Engineer
Shall be responsible for:
2. Organizing, coordinating and supervising all company activities and staff at site.
2. monitor the auto synchronization and load transfer operations.
2. take readings when generators are in operation as set out on the logbook and analyses the readings, identify potential break down/fault signs and effect preventive remedy.
2. carryout simulation of auto synchronization and controls when necessary and carryout all electrical and electronic checks on the machines when necessary.
2. Liaise with office, clients representative and other relevant contractors at site for effective and smooth delivery of services. 


5.9.6 SCOPE OF WORKS FOR MAINTENANCE OF PASSENGER AND CARGO LIFT ELEVATORS AT UN HOUSE, ABUJA
Types of Maintenance Required
Routine Maintenance
Breakdown Maintenance
Preventive Maintenance

Procedures and Records
Examination and testing by elevator maintenance personnel from time to time.  Any deficiency found must be reported to the UN House Manager and repaired.  If deficiencies are found that make the equipment unsafe for use, it shall be removed from service until it is repaired.  
1. MAINTENANCE CONTROL PLAN
This plan is for traction elevators in a mid-scale heavy-use office building that operates five days per week. This maintenance service, which will cover maintenance and preventive maintenance, shall cover the following:
· Maintenance
· Service inspection
· Fault Repairs
· Other operations
WEEKLY ACTIVITES (MAINTENANCE)
· Cleaning of Machine room
· Cleaning of Lift Shaft/Well
· Cleaning of Lift Pit
· Lubrication of hoist motor and guide rails where necessary
· Necessary adjustment e.g. Adjustment of slack door rope, door contacts, Car and Counterweight shoes, Door shoes.
· Changing of burnt lamps in the car.

MONTHLY ACTIVITIES (SERVICE INSPECTION)
· Inspection of good condition of hoist machine
· Inspection of performance of hoist machine break, lining, over speed governor and its rope.
· Inspection of condition and operations of control system devices
· Inspection of the condition and functioning of safety devices e.g. Limit switches, Safety gear operations, Alarm System and operation of buffer and tension weight in pit.
· Changing and adjusting of leveling to acceptable standard and floor positioning devices.
· Fixing of the suspension i.e. condition of rope and rope for possible damages, slack, check the tightness of the car and counterweight fixings.
· Checking and adjusting of load weighing device, safety circuit (both mechanical and electrical)
· Checking the surface condition of the car walls, roof and floor, handrails, push button and floor displays.
· Car doors for proper functioning /adjustment.
· Landing floor doors, push buttons and display.
· Test-drive - drive the car for proper operations, noise, ride comfort and stopping accuracy. 
OTHER ACTIVITIES (FAULT REPAIRS)
In case of break down, the company’s engineer /technicians attend to the lift to bring it back to normal operation.  Replacement of bad components will be drawn to the attention of UN House Manager for procurement.
OTHER OPERATIONS 
· Emergency situation tests
· Periodic reporting of the conditions of the lifts at least once a year.
· Send a list of parts that might require immediate replacement from results taken from service inspections.

Lamps in the car, car and counterweight shoes replacements are included in contract fee.

2. STAFFING
· [bookmark: _Hlk105400082]Technicians – resident in the building and shall be responsible for maintaining the Cargo and Passenger lifts cars and maintaining the elevator to be in good condition at all times of the day. They shall also be available for emergencies related to the elevators.
3. WORKING HOURS
Site Superintendent  and Technicians – 7.00 am to 5.30 p.m
6. Quality assurance
General
The Contractor shall institute an appropriate inspection system including checklists of duties to be carried out, ensuring the Site Superintendent y staff and senior employees carry out these duties, and carrying out weekly inspections to determine whether the various services are being performed according to the Contract requirements. Copies [soft and hard] and in programmable system software of the weekly inspection reports shall be provided to the UN House Manager.
Any shortcomings and/or substandard conditions noted in such inspections shall be promptly corrected and improved; any conditions beyond the responsibility of the Contractor shall be brought to the attention of the UN House Manager for disposition.
Quality Assurance and Surveillance Plan
The Contractor shall prepare a Quality Assurance and Surveillance Plan (QASP), for approval by the UN. This plan shall be designed to provide an effective surveillance method to promote effective Contractor performance. The QASP provides a method for the UN House Manager to monitor Contractor performance, advise the Contractor of unsatisfactory performance, and notify the Project Manager of continued unsatisfactory performance. The Contractor, not the UN, is responsible for management and quality control to meet the terms of the Contract. The role of the UN House Manager is to conduct quality assurance to ensure that Contract standards are achieved.
0. Performance Objective of the QASP
The Contractor shall perform all maintenance services set forth in this Scope of Works. All required services are performed and no more than one (1) customer complaint is received per month.
The UN House Manager will receive and document all complaints from UN personnel regarding the services provided. If appropriate, the UN House Manager will send the complaints to the Contractor for corrective action.
The performance standard is that the UN House Manager receives no more than one (1) customer complaint per month. The UN House Manager shall notify the Project Manager of the complaints so that the Project Manager may take appropriate action.
0. Service level agreement
The Contractor shall provide to the UN House Manager a proposal of Service Level Agreements for all major aspects of this Contract.
0. Standards
The performance of the Works shall be in accordance with commonly used international standards and norms, as long as these meets or exceed local legal requirements.
7. Health Safety and Environment
7.1 Accident prevention
7.1.1 General
The Contractor shall provide and maintain work environments and procedures which will (1) safeguard the public and UN personnel, property, materials, supplies, and equipment exposed to Contractor operations and activities; (2) avoid interruptions of UN operations and delays in project completion dates; and (3) control costs in the performance of this Contract. For these purposes, the Contractor shall:
· Comply with the standards issued by any local government authority having jurisdiction over occupational health and safety issues; and
· Ensure that any additional measures the UN determines to be reasonably necessary for this purpose are taken.
7.1.2 Records
The Contractor shall maintain an accurate record of exposure data on all accidents incident to work performed under this Contract resulting in death, traumatic injury, occupational disease, or damage to or theft or loss of property, materials, supplies, or equipment. The Contractor shall report this data in the manner prescribed by the UN House Manager.
[bookmark: _Toc147743929]7.2 Subcontracts
The Contractor shall be responsible for its subcontractors' compliance with this clause.
7.2.1 Written Program
Before commencing the work, the Contractor shall:
· Submit a written proposal for implementing this clause; and
· Meet with the UN House Manager to discuss and develop a mutual understanding relative to administration of the overall safety program.
7.2.2 Non-compliance
The UN House Manager shall notify the Contractor of any non-compliance with these requirements and the corrective actions required. This notice, when delivered to the Contractor or the Contractor's representative at site, shall be deemed sufficient notice of the non-compliance and corrective action required. After receiving the notice, the Contractor shall immediately take correction action. If the Contractor fails or refuses to promptly take corrective action, the UN House Manager may issue an order stopping all or part of the work until satisfactory corrective action has been taken. The Contractor shall not be entitled to any equitable adjustment of the Contract price or extension of the performance schedule on any stop work order issued under this clause.
7.3 Environmental concerns
The UN System is working to ensure that environmental concerns are taken into consideration in all areas of our business. In the area of chemical use, the contractor shall ensure appropriate use of chemicals that will not cause any environmental hazards. A policy statement along these lines shall accompany the Contractor’s proposal.
7.4 Waste management
Many of the materials used in UN House can be reduced, reused, or recycled. The long-established hierarchy for managing the trash and materials that we generate every day is waste prevention (including reducing and reusing materials), recycling (including composting), incineration, and land filling. Integrated waste management requires a mix of these activities. Additionally, many items which require disposal may be potentially hazardous to the environment. Based on location, resources, and markets for recyclables, the Contractor shall propose how waste may be best managed in accordance with applicable national or local laws and regulations.
8. Reporting and Records Requirements
8.1 Service reports [All reports shall be in hard, soft copies and in programmable system software]
Monthly service report
The Contractor shall render a monthly building maintenance report, summing up observations resulting from the inspections, difficulties or irregularities encountered, measures taken, improved conditions, repairs or services needed (those beyond the Contractor's responsibilities), special work done, recommendations, and other matters related to operation and maintenance of the buildings and facilities covered by this Contract. The monthly report shall be signed by an authorized representative of the Contractor and shall be submitted to the UN House Manager together with the Contractor's monthly invoice.
Quarterly management report
Quarterly management reports shall be provided, summarizing to senior management issues which may require attention. These reports should include recommendations for significant unscheduled works to be done.
Annual budget report
The Contractor shall provide by the end of August each year a detailed budget report of the past period, and a forecast of costs which may be recommended for inclusion in the next year’s budget.
8.2 Records
The Contractor and the UN House Manager shall both maintain a complete and accurate management file. The file shall contain as a minimum, the following items:
The UN’s copies of all Work orders issued under this Contract, and all inspection reports completed by the UN. These forms will be supplied to advise the Contractor of service requests and to document the performance of all work, including emergency work.
Contractor's Service Report forms, documenting arrival and departure time of the Contractor's representative performing the service, and all information on parts installed for unscheduled and emergency services only.
Documentation of any complaints from UN personnel or unusual incidents which may have taken place during the visit to the site for the reporting period.
Documentations should include a record of all pre-emptive, preventive or corrective maintenance costs associated with any particular appliance and or item. All records shall be properly maintained and shall be made available to UN personnel upon request of the UN House Manager.
8.3 Work orders
Unscheduled work and emergency work shall be authorized only through the issuance of task orders executed by the UN House Manager. Task orders shall be established on a firm fixed-price basis (using the hourly rates identified in Section B and negotiated hours) and shall be modified solely by a written modification executed by the UN House Manager. Emergency services may require the use of oral orders however a written order shall be provided within 3 business days of the verbal authorization.
[bookmark: _Toc147743940]The Contractor shall perform only those unscheduled/emergency services specifically authorized in the individual delivery orders issued under this Contract. The Contractor shall complete all work and services under this Contract within the period of performance specified in the delivery orders except that no delivery order shall be issued hereunder after the expiration of this Contract.
8.4 Drawings
The Contractor is required to maintain and update existing as-built CAD drawings and manuals when changes are made from the original equipment, route design etc. Such could be as a result of equipment performance adjustments or as result of revised design performed by the Contractor.


9. Manpower Requirement Schedule
	Item
	Description
	Qtity
	Qualification & Experience

	1
	Overall Management of Technical Building Maintenance & Operation of the Building Management System (BMS) 

	1.1
	Maintenance Manager/Site Superintendent
	1
	Minimum of B.Sc. / HND in either Electrical, Electronic or Mechanical Engineering. At least 5 years relevant experience.

	2
	Ventilation and Air Conditioning Facilities: Equipment & Systems  

	2.1
	HVAC Technicians
	3 
	City & Guilds or any Professional Certificate in Airconditioning & Refrigeration. At least 3 years relevant experience.

	2.2
	HVAC Technician [Night Duty: 9 pm – 7 am]
	1
	City & Guilds or any Professional Certificate in Airconditioning & Refrigeration. At least 3 years relevant experience.

	2.3
	HVAC Technician [Weekend Duty: 7 am – 9 pm]
	2
	City & Guilds or any Professional Certificate in Airconditioning & Refrigeration. At least 3 years relevant experience.

	2.4
	HVAC Site Superintendent [On-Call Duty]
	1
	Minimum of Diploma in Mechanical Engineering. At least 2 years relevant experience.

	3
	Electrical & Low/Extra Low Voltage Facilities: Equipment & Systems

	3.1
	Electrical/LV Technicians
	3
	City & Guilds or any Professional Certificate in Electrical/Electronic Engineering. At least 3 years relevant experience.

	3.2
	Electrical/LV Technician [Night Duty: 9 pm – 7 am]
	1
	City & Guilds or any Professional Certificate in Electrical/Electronic Engineering.  At least 3 years relevant experience.

	3.3
	Electrical/LV Technician [Weekend Duty: 7 am – 9 pm]
	2
	City & Guilds or any Professional Certificate in Electrical/Electronic Engineering. At least 3 years relevant experience.

	3.5
	Electrical/LV/ELV Site Superintendent [On-Call Duty]
	1
	Minimum of Diploma in Electrical/Electronic Engineering. At least 2 years relevant experience.

	4
	Others_ Electro-Mechanical Equipment & Carpentry 

	4.1
	Electromechanical Technician
	2
	City & Guilds or any Professional Certificate in Electrical/Electronic Engineering. At least 3 years relevant experience.

	4.2
	Electrical/LV/ELV Site Superintendent [On-Call Duty]
	1
	Minimum of Diploma in Electrical/Electronic Engineering. At least 2 years relevant experience.

	4.3
	Technician for Abumet Windows, Swing Doors & Turnstiles
	1
	Minimum of professional certificate in Aluminium fabrication or iron mongry. At least 2 years relevant experience.

	4.4
	Carpentry & Joinery Technician
	1
	City & Guilds or any Professional Certificate in Carpentry & Joinery. At least 3 years relevant experience

	4.5
	Carpentry Site Superintendent [On-Call Duty]
	1
	City & Guilds or any Professional Certificate in Carpentry & Joinery. At least 3 years relevant experience

	4.6
	Lift Maintenance Technician & Operator
	2
	Basic school certificate. At least 2 years relevant experience.

	5
	Fire Prevention Facilities: Equipment & Systems

	5.1
	Fire Prevention Technician
	1
	City & Guilds or any Professional Certificate in Fire Marshal Training. At least 2 years relevant experience.

	5.2
	Fire Prevention Technician [Weekend Duty: 7 am – 9 pm]
	1
	City & Guilds or any Professional Certificate in Fire Marshal Training. At least 2 years relevant experience

	5.3
	Fire Prevention Site Superintendent [On-Call Duty]
	1
	Minimum of Diploma in Mechanical Engineering. At least 2 years relevant experience.

	6 
	Maintenance and Operation of UN House Generators, 1600 KVA Transformer and Powerhouse Automatic Switch Gears, HT & LV Control Panels

	6.1
	Generator supervisor
	1
	City & Guilds or any Professional Certificate in Electrical Engineering (Power). At least 2 years relevant experience.

	6.2
	Generator Technicians
	2
	City & Guilds or any Professional Certification in Heavy Duty Generator Maintenance services. At least 2 years relevant experience.

	6.3
	Generator Operators
	2
	City & Guilds or any Professional Certification in Heavy Duty Generator Operation services. At least 2 years relevant experience.

	6.4
	Generator Technicians (Weekends)
	2
	City & Guilds or any Professional Certification in Heavy Duty Generator Maintenance services. At least 2 years relevant experience.

	6.5
	Generator Operators (Weekend)
	2
	City & Guilds or any Professional Certification in Heavy Duty Generator Operation services. At least 2 years relevant experience.

	6.6
	Generator Technicians/Operators (Site Superintendent)
	1
	Minimum of Diploma in Electrical Engineering (Power). At least 2 years relevant experience.

	7
	Water, Sanitary, Plumbing and Drainage Facilities: Equipment & Systems

	7.1
	Plumbing Technician
	 2
	City & Guilds or any Professional Certificate in Plumbing services. At least 2 years relevant experience.

	7.2
	Plumbing Technician [Weekend Duty: 7am - 9pm]
	1
	City & Guilds or any Professional Certificate in Plumbing services. At least 2 years relevant experience.

	7.3
	Plumbing/Mechanical Site Superintendent [On-Call Duty]
	1
	Minimum of Diploma in Mechanical Engineering. At least 2 years relevant experience.

	8
	Health Safety & Environment 

	8.2
	HSE Site Superintendent [Once a Week]
	1
	Minimum of Diploma in Environmental Management Engineering or related field. At least 2 years relevant experience.

	 
	
	 
	



10.  Payment
10.1 Invoices
All invoices should be accompanied by a copy of the signed work orders completed that month and status information on those not completed. Completed work orders shall bear the signature of the Contractor’s quality control personnel. Work orders shall consist of all preventive maintenance orders as well as unscheduled and emergency orders issued since the submittal of the last invoice.
Invoices shall be submitted in an original and three (3) copies to the UN House Manager.
10.2 Detail of Payment Requests
Each application for payment, which shall be made no more frequently than monthly, unless otherwise provided herein, shall cover the fixed price preventive maintenance fee and the value of labor and materials completed and in place for individual delivery orders. 
In addition, the Contractor shall provide the following support for each request for payment for additional, seasonal and emergency services:
· Time sheets to support the number of hours worked for each work order and signed by the Contractor’s approving official that work has been completed.
10.3 Payment
Payment shall be effected within 30 days of receipt of invoice. 
10.4 VAT
This is a VAT exempted Contract. The UN will obtain and assist the Contractor by obtaining the necessary exemptions from the relevant authorities.
10.5 Financial documents
Originals of all financial documents shall be maintained.
11.  Handover procedures
In case of changing of the Service Provider, the handover procedure will include a programme for the service provider’s transition out of managing the asset. The outgoing service provider is required to provide its successor with appropriate training as well as a license to use any intellectual property rights to perform the facilities management services going forward.
An inspection of the asset prior to the expiry or termination of the facilities management contract and the service provider is required to remedy any defects in the asset, which are attributable to the service provider’s breach. The UN have the right to engage a third party to remedy any such defects (at the cost of the service provider) if the service provider fails to adequately correct such defects.

