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TFM SCOPE OF WORK

Building details

Brief of Hard services scope

Brief of soft services scope

Routine Cleaning

Periodic Cleaning

FM best practices for consumables

List of cleaning Equipment & machineries
List of Cleaning & Pantry consumable
Standard Operating Procedures (SOPs)

FM best practices for color coding system (BICSc.)
Cleaning Frequency of Cleaning as per Area
Staff training & Development

HSEQ

Detail of asset management & Maintenance
Indoor Plants & Landscaping

Pest Control & Fumigation

Pre-Project Planning & Fit out Management
Response time & priorities
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Building Details:

Basement 2
Basement 1
Ground Floor
First Floor
Second Floor
Third Floor
Fourth Floor
Fifth Floor
Roof

Scope Covered:

The extent of the infrastructure to be maintained by the Service Provider shall be deemed to include
all civil, mechanical, electrical, and plumbing systems, fixtures, fittings and areas within the contract
boundaries. The services will be provided at all facilities included within his contract but not be limited
to the maintenance of: (Whatever not listed under the scope of landlord as per the attachment)

Scope of Work for Awgaf Building, Riyadh

: Lift Lobby

: Lift Lobby + 4 Stores

: Internal Area
: Internal Area
: Internal Area
: Internal Area
: Internal Area

: Internal Area & Partially External

: Not in Scope

> Civil/building fabric include but not be limited to;

. Doors & windows,
* Internal fixtures& fittings,

Internal finishes & decoration,

> Mechanical systems, which may include but not be limited to;

Air conditioning systems (Inside Building),

. Dehumidifier,

*  Supply and extract ventilation system,

*  Cooling & refrigeration system (Inside Building)

> Electrical equipment/asset inside the building which may include but not be limited to;

MDB & SMDB

. Electrical Panel Boards,
*  Emergency lighting luminaries,
*  Any specialized system if available

> Plumbing systems, which may include but not be limited to;

Domestic hot, cold and potable water systems

> Electronics systems, which may include but not be limited to;
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control and automation systems, Low current systems,
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It is the Service Provider’s responsibility to fully assess the asset register appertaining to the systems
available in building as all assets applicable to the contract will be deemed included within the Tender
sum. It is the Service Provider’s responsibility to verify and supplement, within the mobilization

period, any asset register information provided by Awgaf.

Soft & Hospitality Services.

This section details the minimum requirement for the delivery of the cleaning and Hospitality services
to be provided under the contract. The final services offering will be further developed with the

Service Provider throughout the tender process and subsequent Mobilization Period.

The scope will cover janitorial and sanitation services with required manpower, equipment,
machines, tools, and support materials as per BICSc. Standards. Service provider will provide qualified
personnel, BICSc. Trained staff, tools, machines, equipment, transportation, accommodation, safety
items, and uniform. The Service Provider shall assume responsibility for the delivery of the cleaning

and Hospitality services to the site as detailed and shall include but not be limited to:

Scheduled daily internal cleaning to the Site.
Reactive cleaning.

Emergency cleaning response to support disaster recovery operations.
Periodic deep cleans.

Waste collection to defined points.

Supply of cleaning equipment and consumables.

Specialized cleaning activities.

a) Window Cleaning (from Inside)
b) Carpet shampoo

c) Floor scrub, buff & Polish.
d) Wall Cleaning (Inside)
e) Chandeliers cleaning
f) Other Soft & Hard floor cleaning and care.
Daily Cleaning:
. Offices, Meeting Rooms, Washrooms, Pantries, Furniture, Floors etc.

1. Floorsshall be vacuumed and / or mopped to maintain a clean appearance.
Spills and stains must be removed to the greatest extent possible.

3. Furniture and door/hardware shall be dusted and cleaned. All surfaces shall be damp wiped with
an appropriate industrial cleaner to remove sticky substances, stains, dust and fingerprints. When
papers are left on desktops, damp wipe around them.
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10.

Inside Glass shall be cleaned and kept free of smudges,

Trash shall be emptied, and debris put into proper dumpster / recycling containers. A watertight
disposable plastic liner shall be used in each container. Liner shall be changed as needed. At least
one extra plastic liner shall be placed in the bottom of each can.

Empty pencil sharpeners.

Whiteboards, blackboards and “wall talkers” shall maintain a clean appearance.

Sinks shall be cleaned and left in a shiny appearance.

Elevator floor/cladding will be swept, and damp mopped. Walls will be wiped and left with a

shiny appearance. Buttons to be wiped with an appropriate germicide.

Clean fingerprints and smudges around light switches and doors throughout the areas with an
appropriate germicide (Green chemicals).

Halls, corridors, stairwells, lobby, confined space, and other related areas:

Floors shall be vacuumed and / or mopped.
Spills and stains must be removed to the greatest extent possible.

Furniture and door / hardware shall be dusted and cleaned. All surfaces shall be damp wiped with
an appropriate industrial cleaner to remove sticky substances, stains, dust and fingerprints.

Doors, railings, glass, frames shall be cleaned and maintained to be free of stains and smudges
to the greatest extent possible.

Trash shall be emptied, and debris put into proper dumpster / recycling containers. A watertight
disposable plastic liner shall be used in each container. Liner shall be changed as needed. At least
one extra plastic liner shall be placed in the bottom of each can.

Clean fingerprints and smudges around light switches and doors throughout the building with
an appropriate germicide.

Clean stairwells to present a clean appearance. Dry mop and wet mop stairs, police litter, spot
clean building surfaces.

Conference room, Training Room Computer tables/computer terminals and other related
areas:

Clean and disinfect desks, countertops, doorknobs, door frames, light switches, sinks and
frequently touched surfaces.
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2. Clean all window glass, door glass, doors and wall areas around light switches and glass
partitions.

3. Sweep or dust mop all composition floors with chemically treated dust mop. Spot mop stains,
spills and scuff marks off of floors with all-purpose cleaner.

4. Vacuum and spot clean all carpets and rugs.

5. Empty wastebaskets and change liners.

6. Use afeather duster to dust computers, screens, towers, and a damp cleaning cloth daily to
wipe computer tables.

7. Don't move or disturb any paperwork left on computer tables. Dust around paperwork.

8. Do not attempt to clean the computer equipment keyboards and cabling. Do not clean
computer equipment that is operating or left in the "on" position. Never unplug a computer
power cord for any reason.

Planned cleaning is divided to:

Routine Cleaning (Daily)

1. The Service Provider will be required to provide and manage day-to-day routine cleaning and

waste segregation services to all areas of buildings and facilities as detailed herein the document.

2. The Service Provider will plan and submit to Awgaf a schedule of routine cleaning works for each
month, for all areas at the Site. Any changes to the schedule must take approval from Awqaf in
advance.

3. The Service Provider will provide enough cleaners and supervisors required to undertake
scheduled routine cleaning to deliver the Service Levels. The Service Provider will take into
consideration the operational constraints, distances between work areas, transportation of
resources, temporary relief (meal break), mechanization opportunities, staff annual/sick leave and
rostering patterns when planning the deployment of staff, service provider needs to provide the

replacement on the same time.

+ Routine cleaning services will include but not be limited to the following:

+ Cleaning of ceilings & surfaces.
+ All furniture dusting and damp wiping.
+ Cleaning of walls, fixtures, and fittings.
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« Vacuuming and cleaning of hard and soft floors & surfaces (including carpet and special
floors)

« Vacuuming and mopping of floors.

+ Cleaning of toilet and washrooms.

« Cleaning of all glass panels, cladding, or windows; and
+ Cleaning & Polishing of fixtures and fittings.

«  Removal of trash and provide new bin liners.

Periodic Cleaning (Monthly)

1. The Service Provider will be required to provide periodic cleaning — a weekly — week end
intensive cleaning. The Service Provider must make provision for the additional and
appropriate resources required for carrying out and completing the periodic cleaning in order
to deliver the Performance Outcomes and Service Levels.

2. The Service Provider shall give due consideration and provide for any potential use of special
equipment and machinery to optimize the utilization of man, material and time for
undertaking the periodic cleaning services on every weekend.

3. The Service Provider will provide additional cleaners and supervisors to ensure satisfactory
completion of periodic cleaning.
4. Periodic cleaning services will include but not be limited to the following:

5. Cleaning of ceilings & surfaces exceeding a height of 3.5m;

6. Washing of carpets & floors (dry shampooing, steam cleaning and floor scrubbing;
7. Deep cleaning of toilets, wash area and ablution facility;

8. Cleaning of water tanks, water cooler, water fountain (external surfaces); and

9. Cleaning of all glass panels or windows exceeding a height of 3.5m;

10. Cleaning of furniture & fixtures (desk, chairs, writing boards, meeting tables, reception and
office desk and furniture and doors etc.,)

11. Cleaning of all the lightening & electrical fixtures and fittings (external surface) (e.g. lighting,
fans, exhaust air-condition & returns grills, indoor units and plant rooms)

12. Cleaning of all the activity areas (FM room, storage rooms, library, cafe, pantry, k etc.,)

Reactive Cleaning Services
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The Service Provider will provide a reactive cleaning service to all areas of the development to
respond to, clear and clean any spillages, breakages etc. Reactive requests will be responded
within the agreed response times and outside the core hours.

Emergency Cleaning Services

In addition to the normal reactive cleaning service the Service Provider will provide an on call 24 x 7
cleaning service to support any disaster recovery operation. In the event of a major incident for example
fire, rain storm Or flood, the Service Provider will provide specialist cleaning resources to efficiently clear
water and debris etc. and return the affected area back to normal as quickly as possible in order to
25inimize disruption to the end users. The response time for this service of out hours will be within the
agreed hours in the response time.

Specialized Cleaning

Service Provider may be required to provide a range of additional services (i.e. molds removal, marble
care) as part of the Cleaning agreement. Such services will be subject to a written quotation from Service
Provider, and will not initiate without receipt of written acceptance of the proposed charges from Awqaf
or its representatives

Periodic Deep Cleans (Biannually)

1. In addition to regular cleaning and reactive spot cleaning activities the Service Provider is to agree
with Awqaf a programme of deep/periodic cleaning activities. Deep cleaning services will include all
the services included in the routine (daily) and periodical (weekend) cleaning but not be limited to
the following:

2. cleaning of ceilings & surfaces — all the high surfaces & structure;

3. washing of carpets & doors (dry shampooing, steam cleaning and floor scrubbing), removing all
stains and marks, wall to wall;

4. deep cleaning of toilets, wash area and ablution facility, using all the auto equipment; cleaning of all
glass panels, windows, painting, posters and signage — all the high surfaces and structure inside the
building

5. cleaning of furniture & fixtures including moving and cleaning underneath, (desk, chairs, writing
boards, meeting tables, reception and office desk and furniture etc.,)

6. cleaning of all the lighting & electrical fixtures and likings including installation at all the high surface
and structure (external surface) (e.g. lighting, fans, exhaust, air conditioning & returns grills, indoor
units and plant rooms), cleaning of all the activity areas thoroughly, intensive deep cleaning (class
room. Activity room, storage rooms, gym, lab, library, pantry, etc.,)
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Window Cleaning — Internal

* The Service Provider shall provide a window cleaning service for all internal glazed areas to the
development Cleaning of the windows shall be carried out in line with good industry practice and to
cause minimal disruption to the operation of the premises. Any chemicals used for cleaning the
windows should cause minimal or no hazard to the environment

*  Windows should be maintained free from any dirt, smears and other contamination. This includes
window ledges and

* During core hours a reactive service is required to monitor and rectify any issues that are reported
through the helpdesk. Windows should also be checked regularly by the cleaning team throughout the
day shift.

* The Service Provider must ensure that all staff carrying out this work are aware of and comply with,
Working at Height Regulations. Risk assessments must be carried out and a site-specific policy
statement must be submitted and agreed with Awqaf prior to the commencement of service.

* The Service Provider should take cognizance that some areas may require the use of specialist access
equipment.

Waste Removal

The Service Provider will be responsible for removing & segregating waste and rubbish generated
through its cleaning activity to defined central collection points as defined by Awqgaf to allow
collection by a specialist waste Service Provider.

The Service Provider should also allow in his proposal for the supply and subsequent regular
emptying of female sanitary bins.

Supply of Consumables and Materials

Cleaning materials used in the performance of the cleaning work shall be safe/fit for use, with
minimal adverse effect on the environment. Service Provider will maintain adequate stock and
supply all materials required to execute the cleaning work. Service Provider shall support local
products as our first choice and assures that we will give priority to the local suppliers on all kinds
of cleaning materials whenever available.

Service Provider will provide all necessary supplies including but not limited to detergents,
disinfectants, waxes, wax stripping materials, wastebasket liners, garbage bags and other proper
products required to provide the cleaning services. Service Provider ensures that all supplies are
in the highest quality and the most suitable type or grade for the work specified.

Service Provider will carry out risk assessments as stated in the Control of Substances Hazardous
to Health (COSHH)/MSDS as per UK Regulations on all cleaning materials used and stored. These
assessments shall be kept at the site, and made available if required.

All cleaning agents required in the cleaning application such as floor care, furniture, rugs, fabrics,
walls, glass, surfaces, leather, stainless steel, and so on in compliance with sustainability
requirements.

* Cleaning Chemicals and Dilution Control Systems

* Recycled Cleaning Chemicals

* All powered equipment is battery/electric or powered by means to permit safe operation
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*  Provision of equipment will include the requirements to provide safe and complete
maintenance, such as parts and supplies, fuel and related consumables, etc.

* Cleaning equipment is sustainable, efficient, reduce water consumption, heavy duty, long-
term durable, safe to use, and fit for purpose

* Provide maintenance and care plan for all related equipment to ensure proper working
condition with minimum disruption to the cleaning activities

* Cleaning tools specifications in adherence with:

¢ Microfiber textiles

*  Superior performance

* Long-term durability; efficient in cleaning

* fit-for-purpose

Service Provider will provide the full range of cleaning kits required for the delivery of the cleaning
services (including trolleys/carts) to meet the performance requirements. Colour Coding Practices
will observe to reduce and to control cross-contamination of agents applied to the surfaces cleaned.

All cleaning agents required in the cleaning application such as floor care, carpet care, furniture, rugs,
fabrics, walls, glass, surfaces, leather, stainless steel, and so on will comply with manufacturers’

recommendation.

Service provider shall provide enough janitorial/sanitary cleaning and personal hygiene consumables

including but not limited to:

Cleaning Tools & Equipment

Service Provider will provide tools and equipment needed for operations. We will ensure that through
existing and favorable buying relationships we provide best quality materials, and equipment required to
perform and maintain the necessary standards reflective of a world-class facility at lowest unit cost through
our known and trusted supply base.

Service Provider will provide all tools and equipment to be used on the site. All cleaning equipment will be

maintained on a routine basis.

Most of the equipment will come from suppliers of the highest standard, who has a renowned reputation
across Europe and the Middle East. All staff is trained to inspect the equipment for safety prior to use and
have received in-depth training on the correct care and usage of the material for its designated purpose.

Ensure that all machines and equipment’s are always in working condition and/or replacements are
provided. All costs related to equipment repair/replacement, maintenance & spares for this equipment

shall be borne by the supplier.

Service provider shall provide enough machineries to support the cleaning duties, including but not limited
to as he is responsible for the quality of the service and his performance level:

S. No.

Description

1

Walk behind Scrubber dryer
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2 Carpet/ upholstery extractor

3 Buffing machine

4 Scrubbing machine (Single disk)

5 Industrial wet & dry Vacuum Machine
6 Pressure Washer

7 Articulated Single Postman Lift

8 Scaffolding

Service provider shall provide sufficient number of tools & equipment to support the cleaning
activities, including but not limited to as he is responsible for the quality of the service and his
performance level:

No Description
1 Janitor trolley
2 Mop trolley double bucket with wringer (Colour coded)
3 Dust mop set
4 Kentucky mop set (Colour coded)
5 Machine Pads for scrubbing, buffing and polishing
6 Black broom with handle
7 Spray bottles
8 Soft broom set
9 Hard brush
10 Glass applicator
11 Glass Squeegee
12 Telescopic stick
13 Scouring Pad
14 Micro fibre duster (colour coded)
15 Litter picker
16 Floor wiper/squeegee
17 Toilet brush
18 Dust pan long handle
19 Dust pan with brush short handle
20 Glass scrapper
21 Floor scrapper
22 Caution wet floor sign board
23 Caution Out of order/out of service sign board
24 Feather duster
25 Carpet spot cleaning brush
26 Face mask
27 Gloves
28 Traffic cones
29 Warning/ caution tape
30 Safety harness
31 Hard hat
32 Safety goggles
33 Ladders
34 Water hose

w
(93]

Power extensions
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List of Cleaning & Panty Consumables

Below is the tentative list of cleaning & Hygiene consumables, Awqaf has full-rights to change any items
any time during contract period.

No Description

1 Maxi roll / Paper towel

2 Facial tissues

3 Toilet roll

4 Trash/refuse bags (Different types)

5 Hand soap

6 Sanitary cubes/Air-freshener cubes

7 Air Fresheners

8 Automatic Centralized Air Fresheners

9 Hand Sanitizers

10 Urinal mat

11 Carpet shampoo

Carpet/upholstery stain remover

12

13 All-purpose cleaner

14 Marble/tiles shampoo

15 Degreaser

16 Floor stripper/wax remover

17 Floor stripper/wax remover

18 Glass cleaner

19 Toilet cleaner

20 Stainless steel polish

21 Marble polishers

22 Brush

23 Furniture polish

24 Disinfectant

25 Insect killer

26 Dish washing liquids

27 Dettol

28 Oven cleaner

29 Detergent powder
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Standard Operating Procedures

Service provider should implement international standard operating procedures written in alignment
with the British Institute of Cleaning Sciences and detail the cleaning methodology of how to accomplish
specific tasks.

These SOPs are followed by Service Provider cleaning team accordingly, and the designated Soft Services
supervisor / Shift Supervisors within the premises will monitor the implementation.

The provision of cleaning service will be performed in alignment with the internationally recognized
standards methodology of British Institute of Cleaning Sciences (BICSc) and monitored based on the
criteria set as shown in the below Specifications Table.

Color Coded Cleaning

Service provider should use the Colour Coded Cleaning System based on the British Institute of Cleaning
Science (BICSc) standard. It is an integral part of our cleaning procedures to ensure the most hygienic
and thorough cleaning methods. Its purpose is to prevent cross-contamination and cross-infection by
segregating equipment, materials, and processes into specific color-coded areas.

High risk sanitary areas L.ow Risk gensral areas
Hets and SuCh as oeskiops, wintow
tollet floors ledges, dusting
& polishing

Color-Coded Standard

B33 IJ posgse (Oct 8,2020 15:26 GMT+3)


https://secure.na2.echosign.com/verifier?tx=CBJCHBCAABAA_tMEenmz9XRxo17uLtquMQP9UkvfzcPZ

BICSc Cleaning Standards Specifications Table

GENERAL

Removal of loose
debris

Removal of impacted
debris

HARD FLOORS

1. (a) spot mop

b) full mop

2. Scrub

SOFT FLOORS

1. (a) spot clean

b) full suction clean

2. Deep Clean

Free of litter, debris,
dust and lose foreign
matter

Free from impacted
debris, such as
Chewing gum, label,
and others.

Dry and free from
spillages, removable
stains, superficial
marks, and loose
Debris.

Has uniform
appearance and is fry
and free from
spillages, removable
stains, superficial
marks, and loose
debris.

Fry and free from
spillages, removable
stains, ingrained dirt,
scuff marks, and
impacted debris. Of
uniform appearance

Free from visible loose
debris, dust, fluff, and
lint. Overall even
appearance

Free from visible loose
debris, dust, fluff and
lint, removable stains
and matter

Free from visible loose
debris, dust, fluff, and
Lint. Maintain the

ACCEPTABLE BETWEEN

CLEANING TASKS

Debris arising from
usage between cleans

Debris arising from
usage between cleans

Debris and spillages
arising from usage
between cleans

Debris and spillages are
arising from usage
between cleans

Debris and scuff marks
arising from usage
between cleans

Debris is arising from
usage between cleans.

Debris is arising from
usage between cleans.

Debris is arising from
usage between cleans.

the build-up of litter,
debris, dirt and lose
foreign matter.

The build-up of impacted
debris

the build-up of spillages,
removable stains,
superficial marks, and
loose debris.

Build-up of spillages,
removable stains,
superficial marks, and
loose debris. Having a
non-uniform finish.

build-up of removable
stains, spillages, scuff
marks and impacted
debris of non-uniform
appearance.

The build-up of loose
debris, fuzz, lint, stains,
and matter.
Accumulation of the
above around soft
floor edges and bases
of furniture.

The build-up of loose
debris, fuzz, and fiber.
Accumulation of the
above around soft
floor edges and bases
of furniture.

the build-up of impacted
and loose debris.
Removable stains.
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overall bright
appearance. Free from
removable stains.
Odour-free

FURNITURE AND FITTINGS

1. Dust

2. Dump wipe/wash

SANITARY FITTINGS

1. Damp wipe/wash

2. Deep clean

Free from visible loose
debris, sand, and
cobwebs

Free from impacted
debris, dust, cobwebs,
and removable stains.
Uniform appearance.
Dry.

Free from impacted
debris, dust,
removable stains, body
fats, and fluids.
Uniform appearance.
Dry. Odour free.

Free from impacted
debris, dust,
removable stains, body
fats and fluids, scale
and Verdigris. Uniform
appearance. Dry.
Odour free.

ACCEPTABLE BETWEEN
CLEANING TASKS

Debris is arising from
usage between cleans.

Debris, dust, and stains
arising from sage
between cleans

Debris, dust, and stains
are arising from usage
between cleans.
Residual odor.

Debris, dust, and stains
are arising from usage
between cleans.
Residual odor.

Unacceptable odour.

The build-up of loose
debris and dust on
horizontal surfaces and
at points of contact
with vertical surfaces.

The build-up of loose
debris and dirt on
vertical surfaces and
at points of contact
with horizontal
surfaces. Removable
stains and smears.

The build-up of
impacted debris, dust,
and fats on all surfaces
and at points of contact
with horizontal surfaces.
Removable stains,
smears

The build-up of
impacted debris, dust,
scale and verdigris on all
surfaces and at points of
contact with other
surfaces. Removable
stains, smears
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Routine Cleaning Frequencies

The following information is provided as guidance to support the Service Provider in designing and pricing
their delivery solution. The final solution will be refined by the Service Provider within 2 weeks of Contract
Commencement to meet the requirement of Awqgaf. The Service Provider is to achieve the minimum
standards listed below as appropriate to the items, surfaces and finishes contained within the facility.

corners and against furniture and equipment.

Area Frequency
Foyers, reception, waiting, seating, lounge areas Daily
Vacuum all carpet throughout including edges, behind doors, furniture etc. with
Dail
commercial vacuum cleaners as required. y
Check all seating for stains and malts and remove as necessary. Weekly
Thoroughly clean both sides of access doors. Remove finger marks from doors
) . Daily
and around light switches.
Dust cabinets, shelves and other horizontal working surfaces and other furniture
) Daily
and remove stains.
Spot clean carpets where necessary with a cleanser approved by the carpet
) Daily
supplier.
Sweep vinyl and tile floors thoroughly paying particular attention to edges and
Daily
comers and against furniture and equipment.
Empty rubbish bins, return to collect location, replace bin liners as required. Daily
Maintain all walls, partitions, ducted skirting, sills, door etc. in clean condition
Dail
according to the nature of the surface. y
Dust all skirting, windowsills and partitions to a height of 2 meters. Weekly
Clean and disinfect all telephones and keyboards. Weekly
. e e Every 3 Months/As
Clean all air conditioning or ventilation inlet/outlets. ¥ ) /
required
General Areas:
Dust light fittings and remove smears and marks as necessary. Weekly
Vacuum all carpet throughout including edges, under desks, behind doors,
furniture etc. with commercial vacuum cleaners used in traffic areas and as Daily
required.
Thoroughly clean both sides of access doors. Remove finger marks from doors
. . Daily
and around light switches.
Sweep, damp-mop and thoroughly clean all marble, granite, timber and other
- Daily
similar floor surfaces.
Dust table tops, chairs, blinds, picture frames, cabinet, shelves and other
Dail
horizontal working surfaces and other furniture and remove stains. y
Spot clean carpets where necessary with a cleanser approved by the carpet
. Daily
supplier.
Sweep vinyl and tile floors thoroughly paying particular attention to edges and
Daily
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Return furniture moved by cleaners to correct locations.

Daily

Empty rubbish bins, return to correct location, replace bin liners as required.

Daily

Remove used cups.

Daily

Remove rubbish / waste to central waste storage.

Minimum daily

Maintain all walls, partitions, ducted skirting, sills, doors etc. in clean condition

according to the nature of the surface. Daily
Dust all skirting, windowsills and partitions to a height of 2 meters. Daily
Dust all skirting, windowsills and partitions to a height greater than 2 meters. Monthly
Spot clean common area walls and partitions. Daily
Power scrub all floor areas. Weekly
Clean all air conditioning or ventilation inlet/outlets. Every 3 Months/As
Remove any Stains on all Ventilation Grilles. Required
Wipe clean any exposed blinds where installed. Weekly
Conduct hourly inspections and addresses any cleaning issues. Hourly
Dust and Dry Polish all Signage. Daily
Vacuum and clean all doors. Daily
Spot clean carpets where necessary with a cleanser approved by the carpet

supplier. Daily
Dust all skirting, windowsills and partitions to a height of 2 meters. Daily
Dust all skirting, windowsills and partitions to a height greater than 2 meters. Monthly

Washrooms:

Empty waste paper bins.

Every two hours/As

required
Wash the main waste bins. Weekly
Brush all floors. Daily
Sweep / mop and dust all areas up to 2 m height Daily
Polish metal fittings. Daily
Remove finger marks from all doors and switches. Daily
Sanitize waste paper bins. Daily
Remove all litter and designated rubbish. Daily
Clean and sanitize all sinks, taps, lavatories, urinals, pedestals and blocks. Daily
Clean and sanitize all lavatory seats Daily
Clean and polish all minors and taps. Daily
Damp wipe all shelving — splash backs — skirting Boards. Daily
Wash door area with a germicidal solution. No streaking to be left. All corners
Daily

and edges to be given attention.
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Replenish all consumables. As required
Damp wipe feminine sanitary bins. Daily
Wash down all partitioning and door frames. Daily
Dust and dry polish all signage. Weekly
De-scale all toilet and sanitary ware. Weekly
Power scrubs all floor areas and polish as necessary. Weekly
Remove any Stains on all Ventilation Grilles. Monthly
Spot clean the walls. Daily
Check standards and rectify as necessary. Hourly
Wash and clean all the walls and ceilings Monthly
Corridors and Lift Lobbies:

Remove finger marks from all doors, switches and call points. Daily
Clean all doors, walls and screens up to 2m high. Weekly

Clean all doors, walls and screens up to 2m high.

Every 3 Months

Sweep, damp-mop and thoroughly clean all marble, granite, timber and other

similar floor surfaces. Daily
Sanitize waste paper bins. Daily
Remove any litter and designated rubbish. Daily
Wash down door frames. Weekly
Dust and dry polish all signage. Weekly
Power scrubs all floor areas and polishes as necessary. Weekly
Remove any stains on all ventilation grilles. Monthly
Clean walls as necessary Weekly
Elevator:

Clean and polish inside& external doors, mirror and hand rail Daily
Clean video screens and buttons Daily
Dust and damp mop of the floor Daily
Elevator door channel should be free of dust and dirt Weekly
Back of Site Corridors:

Remove finger marks from all doors, switches and call points. Daily
Clean all doors, walls and screens up to 2m high. Weekly
Sweep/Mop all areas Daily
Sanitize waste paper bins. Daily
Remove any litter and designated rubbish. Daily

Wash down door frames.

Weekly
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Dust and dry polish all signage. Monthly
Power scrub all floor areas and polish as necessary. Monthly
Remove any stains on ventilation grills Monthly
Clean walls as necessary Weekly
Store/Security Areas/Mail Rooms/ FM Office:
Vacuum all carpet throughout including edges, under desks, behind doors,
furniture etc. with commercial vacuum cleaners used in traffic areas and as Daily
required.
Thoroughly clean both sides of any glass access doors. Remove finger marks .
. . Daily
from doors and around light switches.
Sweep, damp-mop and thoroughly clean all marble, granite, timber and other Dail
similar floor surfaces. y
Dust desktops, chairs, blinds, picture frames, cabinets, shelves and other
. . ) . Weekly
horizontal working surfaces and other furniture and remove stains.
Spot clean carpets where necessary with a cleanser approved by the carpet Dail
i
supplier, y
Sweep vinyl and tile floors thoroughly paying particular attention to edges and Dail
comers and against furniture and equipment. y
Spot clean internal glass to a height of 2 meters. Daily
Return furniture moved by cleaners to correct locations. Daily
Empty rubbish bins, return to correct location, replace bin liners as required. Daily
Remove used cups. Daily
Remove rubbish / waste from floors and maintain segregation of recycled waste. Daily
Maintain all walls, partitions, ducted skirting, sills, doors etc in dean condition Daily
according to the nature of the surface.
Dust all skirting, windowsills and partitions to a height of 2 meters. Weekly
Spot clean common area walls and partitions. Daily
Clean and disinfect all telephones and keyboards. Weekly

Clean all air conditioning or ventilation inlets/outlets.

Every 3 months/As

required
Wipe clean any exposed blinds where installed. Weekly
Note: No equipment including computers, video terminals or printers will be
switched off during cleaning operations.
Garbage Rooms Shoot Waste Storage Areas:
Sweep and or mop as required. Daily
Brush the floor and walls to a height of 2 meters Dally
Clean the shoot door and handle Dally
Wash the walls and ceiling Biweekly

Mop and scrub floors and walls.

Weekly
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Wash storage bins.

Weekly

Remove waste bins to back of house collection area for dispose.

As required.
Estimated to be daily

Stairwells /Stair Lobbies:

Litter pick any rubbish. Daily
Sweep all stairs over set period. Monthly
Wipe clean all handrails. Weekly
Spot clean all marks on walls and doors. Weekly
Damp mop all cores Monthly
Note: Any defective lighting or door closures are to be reported to

AWQAF/SERVICE PROVIDER, via the Help Desk, as soon as possible. No rubbish,

are to be in the Staircase areas.

Internal Glazing and Windows:

Spot clean internal glass including mirrors. Daily
Clean up to 2m high including surrounds of entry doors Weekly
Dust all skirting, windowsills and partitions to a height greater than 2 meters. Monthly
Specialist Deep Cleaning:

All areas to be given a full specialized deep clean in line with recognized

international standards. biannual
Periodic cleaning of carpets including vacuuming and shampooing Monthly
Periodic cleaning of soft furnishings such as chairs and sofas. Monthly

Programmes for routine cleaning will consider the facility occupancy and the complexity of activities at the
facilities (such as food establishments, washroom facilities) and personnel using the facilities.

All routine cleaning programmed will consider aspects that are specific to particular areas of the client.

All routine cleaning programmed will be periodically reviewed and updated, as needed.

Office Support Services

Service Provider shall employ staff to support administrative jobs. Its main role is to offer water, tea and drinks
to the visitors and staff, manage files and documents, and provide them to the staff when asked.

Office Boy responsibilities covers the following:

e Perform all unskilled tasks like running errands, cleaning the office, maintaining the kitchens/pantry.

e Keep and maintain the cleanliness of kitchen/pantry.

e Assisting other administrative staff in wide range of office duties.
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e Always Ensure the availability of all kitchen supplies (i.e. dishwashing soap, air freshener, tissue, coffee,
tea, sugar, etc.) ( Initial list is attached in Arabic )

e Prepare the drinks of the employees and guests

¢ Helping the receptionist, secretaries, or other administrative assistants in performing their duties if
required.

e Order hospitality food for guests/employees as requested.

Staffing and Training

Supervision is considered to be completing in meeting the standards of Awqgaf. Awqaf will inspect all areas on a
weekly basis and provide a written report on any insufficiencies or complaints regarding the standard of service.
Service Provider shall provide suitable and adequately trained cleaning and office support staff assigned to
perform the service in alignment with the scope agreed and desired outcomes that meet Awqaf satisfaction.

An Orientation Program will be planned to ensure staff is familiarized with the premises, areas of responsibility,
and work assignments. Staff will receive their daily report or daily Job card where the workload is distributed
clearly. Service provider follows a systematic training approach to the staff as to ensure competent performance
on-site. Our training approach focuses on enhancing staff skills i.e. how to perform a certain task, knowledge
(i.e. understanding cleaning procedures), and attitude guidance (i.e. dealing with customers).

As a minimum, cleaning staff will have received training in respect of:

Communication Skills
Handling of chemicals
COSHH/material data

Effective cleaning procedures/ colour coding in line with British Institute of Cleaning Science (BICS)
standards or similar

P wwnNPE

5. Safe working practices such as manual handling and working at height if required to work above floor
level

6. Use of tools and equipment
7. Personal protective equipment requirements

Working Hours

FRERTCH)
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Service Provider shall follow the working time as per the confirmation from Awqaf. (7.00 Am to 5.00 Pm — 6
days a week and Friday is off for cleaners & Tea boys Friday and Saturday are off) ( tea boy & tea girl not
needed during Ramadan unless needed during night time or as per request)

Staff Uniform and Identification

Service Provider shall provide Cleaners and Tea Boys including all PPE (e.g. hand gloves, safety shoes, dust masks,
etc.) acceptable to Awgaf Management standards or best practices standards. Uniforms shall comply with all
local regulations pertaining to HSEQ guidelines. All service personnel will be issued new uniforms (4 set every
year) with standard logo approved by Awqaf along with Awgaf logo which fit properly to ensure tidy and
professional looking and identification of staff. Awgaf will not allow any staff to be on site without proper
uniforms whilst in the course of their normal day-to-day duties.

Project Reporting

1. Service provider must provide the daily report of the site.

Service provider must provide the detailed weekly report (Pictorial) of the site which must signed by
the representative of Awqaf

3. Service provider must produce the monthly report including signed KPI (by Awqaf representative),
financial details, HSEQ, Tool Box Talk, Incident Report, working hours, any variation work, etc. It should
be submitted with monthly invoice.

4. Service provider must provide the quarterly review of performance based on KPI.

HSEQ Site Specific Requirements

In order to comply with HSEQ requirements Service Provider personnel must comply with the following when
on the sites:

The Working at Height Regulations as the Saudi Building Code requires an assessment to be carried out before
starting any work at height. As the building design need operatives working at height, then work must be
adequately planned and organized in advance by a competent person to ensure the most appropriate work
equipment is chosen, considering the nature of the work.

The Use of Work Equipment Regulations requires the risks from using equipment at work to be prevented or
controlled. The Lifting Operations and Lifting Equipment Regulations need that any material used for lifting or
lowering loads or people is designed to a recognized standard and thoroughly examined at regular intervals
afterward. Safety is paramount when developing the systems, not only to the operatives using the equipment
but to co-workers on the site and to the general public. All equipment will comply with statutory regulations
and shall be based on European directives.

FRERTCH)
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The operatives shall be trained and competent. All lifting equipment shall be in good condition and
used on the firm ground and will be maintained in accordance manufacturer’s instructions and

thoroughly examined at six-month intervals from certified third party. Safe methods of work shall be used to
minimize health and safety hazards. Risk assessments and method statements shall be provided to ensure that
all risks likely are anticipated, and the correct steps are taken to eliminate, reduce or control the risk.

1. Service provider personnel shall follow the directions of Awqaf personnel and applicable site rules as
indicated by site orientation or induction briefings, written information provided and signage, including
compliance with applicable safe systems of work (including not over-riding or disabling safety systems,
guarding or barriers and use of lock-out tag and permit to work systems), requirements for supervision,
entry to access restricted areas, security and emergency response provisions.

2. The Service provider responsibility is to provide Personal Protective Equipment (PPE) to all their
personnel’s and used in accordance with applicable site-specific requirements.

3. Awaqaf strives for a “no loss” culture and as such all personnel are obligated to intervene in the event, they
observe an unsafe act or behavior. Service provider shall at all times comply with this requirement and at
all times display a positive attitude to working in a safe, healthy and environmentally responsible manner.

4. Any Service provider employee performing work at Awqaf sites not complying with QHSE requirements will
receive only one reminder of their duty to comply, failure of which will result in removal from the site and
replacement of the Service provider employee at no cost to Awqgaf. Where a serious breach of QHSE Policy
occurs AWQAF/SERVICE PROVIDER may request that a Supplier employee may not work on this site or apply
the penalty.

5. The Service provider shall provide list of cleaning chemicals which is required to perform all type of cleaning
activities. It must be complied with QHSE requirements and approved by Awgaf authorized personnel.

6. Ensure properly trained and licensed (BICSc.) personnel address the range of soft services work with all
actions taken in compliance with all local, state and national codes and regulations.

7. Satisfy all Occupational Safety & Health Administration (OSHA) and or the local requirement safety
requirements equivalent to OSHA including the reporting of all accidents that apply.

8. Ensure work is addressed in a manner that is in compliance with international safety and security
programs, policies and procedures. Ensure all equipment is appropriately labeled.
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9. Make prompt restitution for all property damaged during the completion of contractor’s assigned duties.

10. Utilize industry standard “Best Practices” in the completion of the assigned duties and tasks.

11. Participate in the annual business planning process highlighting any issues related to soft services.

12. Respond to emergencies consistent with emergency response procedures resolving abnormal incidents
with minimal business impact.

13. Respond to customer service requests consistent with the service level response goals as defined.
14. Provide all needed equipment’s, consumables, supplies and material as needed.

15. Provide hand sanitizer at the shared area in the Awqgaf HQ in addition to the first aid kits wall mounted
with the standard content ( # of Hand sanitizer = 10, # of 15" Aid kits =6 )

MINIMUM MAINTENANCE STANDARDS

Service Provider shall put in place and manage appropriate professional, reactive and proactive planned
preventative maintenance, testing, inspection and certification regimes, utilizing trend analysis, condition-based
systems and predictive techniques, for the site, its buildings, and all installed MEP plant, machinery, equipment,
and the like, necessary as a minimum to:

1. Comply with the requirements of all DLP warranties, extended warranties, O&M manuals or other stated
constraints.

2. Deliver a minimum standard of maintenance and frequency of tasks in accordance with the manufacturer’s
recommendations. Should these not be available, the Maintenance Service

Provider shall comply with the minimum requirements of the UK SFG 20 ‘Standard Maintenance
Specification for Building Services’ or similar “International Standards” adapted as appropriate for local
environmental conditions.

3. Comply with all legislation, regulations and codes of practice.
4. Maintain optimum operation, efficiency and fitness for purpose of all plant and systems.

5. Maintain operations and maintenance manuals, asset registers, maintenance records and statutory
documentation.

FRERTCH)

20/108/6:&“\)ﬁ\ r‘gJ é;iﬁ\ 4aall (=§J 52020/10/072J\M‘?“ é—..'Jt' 76 o 41

Gsig U poeg s (Oct 8,2020 15:26 GMT+3)


https://secure.na2.echosign.com/verifier?tx=CBJCHBCAABAA_tMEenmz9XRxo17uLtquMQP9UkvfzcPZ

2 gl iy jall ASLedl)

L] I [ i ‘
ald DU Aalall Al

3 sindl g il idiall 5 1)

dailia gy ol dad,

6. Protect the facilities and their infrastructure
7. Provide TPI certificates according to local authorities’ requirements.
8. Ensure the safety of all occupants and users, members of the public and neighbors.

9. Ensure the business of all occupants and users is not unduly interrupted or disturbed.

The Service Provider shall give due consideration to the conditions under which the Plant is operating and
advise Awgaf of any recommended changes to the maintenance frequency.

TYPES OF MAINTENANCE

PLANNED PREVENTIVE MAINTENANCE (PPM)

The Service Provider is responsible for establishing an effective system for scheduling and performing
scheduled planned preventive maintenance (PPM) on all building equipment and systems requiring a
preventive maintenance procedure covered under the scope of this contract. The Service Provider decides
to propose a PPM schedule and shall be submitted to AWQAF/SERVICE PROVIDER within 7 calendar days
of the contract effective date for review and approval. Any changes will then be entered into the CAFM
system. Once approved by AWQAF/SERVICE PROVIDER, this annual schedule must be adhered to.

The frequencies of the scheduled PPM and the minimum performance requirements shall be in accordance
with the frequencies and requirements contained in the appropriate PPM Guides contained in SFG20.

Annually, at a time designated by AWQAF/SERVICE PROVIDER, the Service Provider shall review the building
equipment inventory lists and his/her annual PPM schedule in CAFM making any changes as required and
submit the revised inventory and schedule to AWQAF/SERVICE PROVIDER for approval. The Service
Provider shall insure that all employees are knowledgeable of, and comply with, the schedule.

If any equipment or systems requiring PPM work as part of this contract has been inadvertently omitted
from the equipment inventory, it is the Service Provider's responsibility to notify Awgaf of the omission,
add the equipment and/or system to the equipment inventory list, schedule maintenance on the
equipment and/or system, maintain such equipment or system as required by the PPM guides or (in the
absence of a specific guide) in accordance with the manufacturer's recommended frequencies and
procedures.
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5. Itis the Service Provider's responsibility to maintain all of the building's equipment/systems. Therefore, in
the absence of a specific guide, maintenance on the equipment without a guide shall be in accordance with
the manufacturer's recommendations.

6. The Service Provider shall be required to use the Life and Safety CoP and NFPA Standards to perform
inspections, testing, and preventive maintenance of fire protection and life safety systems and equipment.
In addition, the Service Provider shall be required to follow the specific testing and inspection frequencies
and methods specified in such Standards. The Service Provider must record such inspection and testing
services on the appropriate inspection and testing forms.

7. The Service Provider shall review, verify and provide technical feedback regarding any recommended
adjustments based on site conditions and manufacturer recommendation

8. Asset specific recommended updates shall be submitted to Awqgaf on a semi-annual basis as outlined in the
deliverables Schedule in accordance with the requirements of this specification to a specified format for
entry into the Awqgaf CAFM system.

9. PPM activities will be completed at times to ensure maximum adherence to the schedule and site
conditions relating to access and avoid disruption to the normal business or convenience of the building
users. Many works may only be carried out, outside of normal business hours in which case times will be
agreed with Awqaf.

10. PPM tasks undertaken during out of operating hours

11. Completion of the PPM Instructions shall be in accordance with the required Service Levels

12. Where available, the Service Provider shall take over and maintain the existing site “library” for each facility.
The “library” will be kept in an accessible location, to be agreed between the Service

Provider and Awqaf

REACTIVE MAINTENANCE

The Service Provider must respond to service calls and initiate corrective actions and identify any repair
requirements during normal working hours. The Service Provider must always respond to emergency service
calls response work requests . Awgaf may transmit Tasks to the Service Provider for service call or emergency
service call orally, by e-mail, by creation of a work order by a Awgaf employee or representative, or by
generating an automated Task. The Service Provider must respond promptly to conditions indicating deficiencies
in environmental conditioning, lighting, or condition of the facility or equipment. The Service Provider must
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respond immediately upon receipt of notice of any condition that may negatively impact the operation of the
facility.

The callout shall be at the request of Awqaf or the Service beneficiary via the Awgaf managed Call Centre by
way of a registered Task with a unique identifying number. On occasion, the request may be made directly from
the client representatives at the premises — if this occurs then it is the Service Providers sole responsibility to
either request that the client makes a call to the Call Centre to formalize the request, or the Service Provider
calls the Call Centre immediately to do the same.

Attendance should be from suitably competent Service Provider personnel who should Attend, Contain and Fix
the breakdown and restore the service as appropriate. Attend, Contain and Fix response times should be in line
with Awqaf Service Levels. Related follow-up corrective action following inspections, reports and risk
assessments shall be prioritized by the Service Provider and communicated in writing to Awqaf for approval.
The Service Provider is required to demonstrate its proposed Reactive Maintenance management procedures
within its tender.

CORRECTIVE MAINTENANCE

1. Recommended Corrective maintenance tasks will be identified as a result of planned maintenance, planned
and ad-hoc inspections of the site by Awqaf or the Service Provider or during responding to a Reactive Task

2. The Service Provider shall submit the Corrective recommendation through the channel identified by
Awgqaf and in an approved format

3. AWQAF/SERVICE PROVIDER reserves the right to accept or reject the Corrective recommendations
provided by the Service Provider. Rejection of any recommendation shall not entitle to Service Provider for
any additional cost in the event of any future breakdown

4. Any corrective task that does not need any approval from Awqaf shall be carried out immediately by the
Service Provider.

5. Corrective Tasks related to the Health and Safety of the Facility or Occupants shall be attended to
immediately while reserving Awqaf and Service Provider rights through ensuring the availability of sufficient
supporting evidence for post evaluation or cost claims.

INCIDENTS AND EMERGENCY WORKS

The Service Provider shall attend, contain and carryout repair and reactive works of an emergency nature to
make safe. Any costs likely to be incurred must be discussed with and approved by Awqaf on-call representative
via an agreed escalation procedure.
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Emergency works are those considered necessary response time

1. To prevent harm, injury or death.
2. To prevent a health and safety incident escalating.

3. To prevent interruption of critical services where safe to do so.

Emergencies are faults jeopardize safety of users or might interrupt activity and operation of Awqaf building
e.g.

Electricity power failure in the complete building or part thereof

N

Electrical arcs and burns

3. Water interruption

4. Overflow of wastewater

5. Broken window glass representing hazard to users
6. Retention due to door locks

7. Fumes and vapors of burns

8. False alarms from fire alarm equipment

Indoor Plant Maintenance

Perform the maintenance of indoor plants using best practice and to the client’s requirements detailed within
the scope of work.

1. Watering once a week
Nutrition by fertilizer and manure application once in a month

3. Dusting plants and planter once in a week
4. Plants protection by use of insecticide and fungicide whenever required
5. Regular pruning and trimming the twigs and branches of the plants as and when require

6. Application of lead shine once in a month and as required
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7. Top up the potting soil and repotting as and when required

8. Plant replacement

Indoor plants maintenance would be done once in a week and need to attend the complaints. Service provider
shall make a comprehensive plan to maintain indoor plants which includes the following work, but not limited
to:

One time visit per week
Disposal from the site need to carried by the contractor

3. All works to be carried out under regular supervision
4. Replacement of indoor plants due to negligence

5. Proper Irrigation

6. Changing Potting soil

7. Providing Fertilizer

8. Plant Protection

9. Replacement of dead or diseased plants.

Landscaping Maintenance

Below you will find the description of the services included in this scope of work. Including but not limited to:

1. Scheduled watering, fertilizing, maintenance, trimming and pruning of all external acreages and improved
grounds including ground cover, lawns, trees and shrubs.

2. Scheduled watering, fertilizing, trimming, pruning and cleaning of indoor plants.

3. Cleaning and watering of landscaped areas and palm trees.

4. Inspect lawns and other turf areas including borders for traffic damage; color; density; sparse and bare
spots; weeds; undesirable grasses; diseases; insect damage; erosion; silt deposits; waterborne debris;
excessive height.
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5. Prepare and maintain of all lawn, plant and flower at the premises.
6. Supply and install self-watering systems, where it is not currently provided.

7. Repairirrigation systems when required.

8. Weed Control, weeds in turf, beds, paved areas, and along fences, walls and curbs will be controlled as
much as possible through proper plant selection, mechanical processes, good cultural plant practices, and
effective timing of seasonal maintenance practices.

9. Disposal of landscape waste. Organic debris collected during grounds maintenance operations will
be composted on site or removed from the site.

Pest control & Fumigation services

Below you will find the description of the services included in this scope of work. Including but not limited
to:

1. Provide pest control services at the premises, including, but not limited to, controlling mice, rats, various
rodents, and insect infestations.

2. Service provider shall be fully trained in the handling, eradication or removal of any identified pests found
at the premises.

3. Quarterly planned treatments for buildings and surroundings including fogging and treatment for insects
and rodents.

4, Reactive call out service to deal with infestations.

5. Survey the premises and develop a pest control plan that identifies what pest control cover is required.
Identify likely areas where pests would infiltrate the building and provide details on how the areas can be
better protected from pest infiltration.

6. Provide a detail bait/trap plan identifying what baits/traps shall be used and their locations in the
premises.

7. Monitoring, treat and report on a regular basis details are summarized about pest infestation.

Pre-Project Planning & Fitout Management
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Prior to the commencement of any project, the service provider will follow a pre-determined assessment
workflow that ensures the day to day site operations are carried out on a safe and effective manner. Initially,
this involves a pre-mobilization project meeting involving the Management Team and Supervisors.

An assessment of the work scope will generate the following

Full and comprehensive understanding of the work to be conducted
Allocation of appropriately trained personnel

N

3. Project Equipment Manifest — to include rope access equipment, materials, and consumables
required for the work scope

4. Review of equipment certification requirements for the job to ensure compliance

5. Review of personnel certification requirements for the job to ensure compliance

The next stage will be the compilation of documentation in the form of a Project Manual containing items
including:

=

Work Method Sequence (WMS)
Job Risk Assessment (JRA)

N

3. Significant Impact/Aspect Register

b

Job Specific Documentation

Job Risk Assessment

The most important aspect of any job is to ensure that the work is carried out safely. In order to select the
appropriate access and working methods, the service provider shall utilize a professional risk

assessment procedure to identify the hazards and to assess the risks associated with the company’s activities.

This allows us to eliminate or reduce/mitigate the potential effect of the hazards to an acceptable level. Hazard
identification and risk assessment is a requirement and an integral part of our safe working practice. Briefly,
assessment procedures require at least 3-stages of hazard identification and evaluation that must be conducted:

1. Stage 1: Risk Assessment usually takes place at the office with technical, operational, safety and customer
representatives during the pre-project briefing. The specific activities of the scope of work will be reviewed
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with a view to specifying the control and safety measures necessary to reduce all foreseeable risks to an
acceptable level as part of the client’s Project HSE Plan

2. Stage 2: Risk Assessment usually takes place at the worksite. Reviews and updates may add to the Stage 1
risk assessment. The stage 2 risk assessment benefits from first-hand knowledge of the current conditions
at the worksite, team input, concurrent activities, etc. it is the appropriate stage to introduce and discuss
rescue and casualty recovery issues specific to the worksite. This stage of the risk assessment is formally
documented.

3. Stage 3: Risk assessment takes the form of Tool Box Meetings (TBT), that are pre-shift briefings during
which hazards are reviewed, control measures are confirmed, and all concerns are addressed before
proceeding to work. Stage 3 risk assessments may take place every shift, and only new hazards or controls
need to be added to the stage 2 record.

Fit-out Management

Service provider must have capability to manage the fitout work within the facility of Awgaf or new upcoming
buildings of Awqaf to manage and supervise the work. Awqaf has full rights to float open tender for any fit-out
jobs. Service provider must provide a Mechanical Engineer, Electrical Engineer and Plumbing Engineer to
supervise & manage Electrical, Mechanical and Plumbing works performance at facilities. Service provider role
is to monitor the activities on the site on behalf of the performance, while it will not authorize the signing of any
contractual documents / invoices to the contractor in the name of performance. The scope of the Electrical,
Mechanical and Plumbing Engineer will cover the supervision of Electrical, Mechanical and Plumbing systems,
installation and supervision of civil activities and installation on site.

1. The Electrical, Mechanical and Plumbing Engineer will review the project drawings and detailed drawings
received from the customer without any contractual obligation to service provider. On the performance of
the design company's use of any design changes to the existing graphics / contractor's drawings

2. The Electrical, Mechanical and Plumbing Engineer visits the site with the contractor chosen by the Awgaf.

3. The Mechanical, Electrical and Plumbing Engineer shall ensure that the Contractor carries out the activities
in accordance with the HSE standards and regulations in accordance with the instructions of the management.

Mechanical and Plumbing Work

1. Ensure that all tubes are subjected to pressure tube tests with at least 13 bar test results or as per
building requirement.

2. Ensure that all water supply pipes are isolated.
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3. Ensure that the fittings are of high quality to withstand high pressure 13 bar or as per building
requirement.
4. Ensure the installation of Electronic / instant water heater.
5. Note and make sure the drainage tilt height is 16 cm at least 1% or as per building requirement.
6. All areas of the bathrooms and the proposed kitchens must be water resistant especially the floors, walls
and pipes.
7. Provide appropriate Electrical & Mechanical labels.

Heating, ventilation and Air conditioning (HVAC) Work

1. The chilled water pipes shall be insulated and coated.

2. Tested water pipes must be tested at least 13 bar pressure with test results or as per building
requirement.

3.  Water balance with test results.

4. Air balancing with test results.

5. Test the duct smoke with the results.

6. The location of the FCU fan coil unit or external control in heating, ventilation and air conditioning must

be available for maintenance.

7. The FCU fan coil unit must be fitted with an external drainpipe that must be connected to the drain line
for maintenance.

8. Provide appropriate preamble and markings for the circle number assigned to the fan coil unit.

Civil Work

1. Power cables and ground box data shall be under the raised floors except lightings.

2. Provide access panels to all areas where the fan coil unit and external control in heating, ventilation and
air conditioning for maintenance.

3. The height of the raised floor can be adjusted according to the interior design, but the final floor should
be finished with the same height as the door level.

The glass blinds must be silver or as per building requirement from the outside.

The false ceiling does not cover any part of the facade.

Maximum number of additional bathrooms in the office space only.

Installation of any interior finishing element is not allowed on the glass fagade of building
Only detachable and adjustable separators are permitted for office processing.

PNV R

Electrical Work
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1. Provide at least a power source operating emergency corridor and exits Emergency operation for each
office of the corridors Distance, including exit lamps.

2. PVCor EMT ducts should be installed to install wires with flexible conduction channels from coupling
boxes.

Galvanized iron will be used as a cable carrier.
Flexible channels are essential for IT cables and the metal port for internal network ports.
Provide the appropriate pre-stamped cards for units installed on a specific circuit breaker.

o vk w

The loading table should be attached to the electrical plate

7. The IT server rooms must be equipped with a UPS power reserve unit to back up the network load.

RESPONSE TIME & PRIORITIES

Each Priority classification will require different turnaround times outlined below; the definition of each
priority will be provided under Contract clauses;

Priority Incident _ Rectification Period

Fa_llure to any assets or Repaired/completed within
. e wanm equipment that may cause .
Priority “1 . . 2 hours 2 hours from the time that
a major loss of beneficial . .
) the call is received;
occupancy or affecting HSE
Repaired/completed within
Any Issue causing a 24 hours from the time that
Priority “2” temporary loss of beneflaal 12 hours the call is received and
occupancy, and affecting logged onto the
HSE AWQAF/SERVICE PROVIDER
help desk.
Repaired/completed within
Any issues affecting the 72 hours from the time that
Priority “3” Service but not affectlﬁn.g 24 hours the call is received and
health, safety or beneficial logged onto the
occupancy. AWQAF/SERVICE PROVIDER
help desk

Response Time is defined as the time for attending the occurrence and diagnosing the service.

Rectification Period is defined as the time needed for a permanent repair which is a completely safe solution,
or a temporary repair which is completely safe but followed by a permanent repair as planned/scheduled and
executed within pre-agreed
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Additional Manpower

e Service provider should quote separately for the below manpower which may need during the contract
period. (Electrical Engineer — Mechanical Engineer — Civil Engineer — Architecture- Autocade Draftsman
— Security & Safety Specialist — Information System Engineer — Interior Design Engineer)

e All the above manpower should be Saudi and with experience level of 2 years to 5 years.

e All Engineers, Supervisors, Teaboys & girls should be preapproved by Awqaf by Submitting their CV's
prior deploying them.

Spare Parts & Additional Services

e Service provider should assure no interruption to any of the services under his scope.

e Service provider is committed to fulfill all facilities management requirements whenever needed by
the Awqaf.

e Spare parts requirements or additional facilities management services should be provided to Awgaf
management for their approval with acceptable margin can be added.

e Spare parts balance for HQ ( 10,000 SR/Month) and for each Branches ( 2,500 SR/month)

e The spare part balance can be utilized any time during the contract and not only on monthly basis.

e Contractor must submit quotations for the spare parts and take preapproval from Awqaf in advance
and as per the below details:

01 SR to 500 SR one quotation
501 SR to 1000 SR Two quotations
1001 SR and above Three quotations

e Service provider should include in his scope all the expansion will be done by Awgaf during the
contract period and to include the Awqaf branches in Saudi Arabia for all the required services
including maintenance and all other facilities management services.

e Service provide should use his Computer-aided facility management (CIFM) system which can be used
by Awgaf facilities team for monitoring and reporting purpose and contractor will be using Ashal
program to receive the employee's service requests.

e All competitors should make a site visit to the locations prior submitting their bids.

o All competitors must comply with all the legal regulations including the Saudization percentage in all
their main and subcontracts with Awqaf.

e Contract period is 3 years.
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No Designation Headcount
01 | Operations Manager (Not counted on Awqgaf Headcount) Shared
02 | Sr. Facility Coordinator Engineer (Saudi) 1
03 | Help Desk 1
04 | Male Supervisor (Saudi 1°* Choice or Arabic Nationality both
should speak English) .

05 | Female Supervisor (Saudi 1% Choice or Arabic Nationality both 1
should speak English)

06 | Male Cleaner (Indian or Philippian) 6

07 | Female Cleaner (Indian or Philippian) 1

08 | Tea Boy (Pilipino) 6

09 | Tea Girl (Pilipino) 1

10 | MEP Technician 1

12 | Painter 1
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Operation managers x
chared

Help Desk X 1

Sr. Facilities
Coordinator X 1

Soft & Hard Services

Specialized Services

] Pest Control
Male & Female Supervisor

X1 Indoor Plants

(Saudi 1 Choice or Arabic

Automated Centralized Air

Nationali h shoul
ationality both should Freshener at HQ & Branches

speak English)

offices area's & Bathrooms

Male Cleaner X 6
Dismantle, Install, & move

furniture or equivalent based

on Awgaf Demand by

(Indian or Philippian)

Female Cleaner X 1

General Authority of Awqgaf Branches

Branches General of Male # of Female # of Tea boys per # of Tea Girl per #

maintance Cleaners per Cleaners per location location
location location

Riyadh — Makkah — 1 3 1 3 1

Madinah -

Court Branches (Riyadh, 0 1 0 1 0

Makkah, Madinah)

Jeddah — Dammam — Al 0 1 0 1 0

Ahsa — Qassim — Jizan-

Taif- Albaha — Abha

a3,
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Technician  per location location location location
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Court Branches (Riyadh, 0 1 0 1 0
Makkah, Madinah,)
Dammam- Jeddah — Al 0 1 0 1 0
Ahsa — Qassim — Jizan-
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Security Guard Services

Service provider must be capable of meeting or exceeding the following service level specifications:

- The Service provider should provide Guards based on MOI terms and conditions.

- All Contract Guards will be for officer level guards and one supervisor who should speak both
languages Arabic & expectable level of English.
- The minimum education requirement is primary school.
- The contractor shall be fully responsible for all work and services performed by its security guards,
and shall for this purpose employ qualified, competent and well-trained guards to perform the services
under the Contract.
- Contractor will be responsible for the hiring and training of all guards, including any replacement of
existing guards
- Contractor must provide supervision for all guards and who will serve as a liaison between the
supplier and Awgaf with respect to all issues, concerns, and relevant information including
communicating Awqaf policies and procedures to the other guards and enforcing those policies and
procedures with respect to its guards at all locations.
- Guards need to be equipped with uniforms that foster a professional consistent appearance and
should be provided by the contractor.

- Awgaf reserve the right, at its sole discretion, to require the supplier to remove any guard for any
lawful reason and request a suitable replacement from the supplier.
- The contractor should have all the tools that facilitate their work and contribute to the achievement
such as metal detector, cones, flashlight, and other security items may needed or requested by Awqaf
security team.

- The inspection of people and property when deemed necessary.
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- Contractor should monitor the control room available at the Awgag HQ as all cameras for HQ &

Category 6:00AM to 2:00PM 2:00PM to 10:00PM 10.00 PM to 6.00
AM
Security Supervisor 1 (8.00 Am to 4.00 Pm) Remotely Available Remotely Available

(Speaks Arabic & English)

Security Guard 3 2 1

Branches will be linked together 24/7.

- The Security provider should select one rest day weekly for each Guard.

- Security services shall be performed on 7 days per week 24-hour basis. Security guards & supervisor
shall have the following shifts at General Authority for Awgaf Head Quarter & below at the

Branches related to Awgaf:

- For the Branches only security guards:

Branches Shift 1 Shift 2 Shift 3
Category 6:00AM to 2:00PM 2:00PM to 10:00PM | 10.00 PM to 6.00 AM
Locations Riyadh — Makkah — Madinah — Jeddah- Dammam
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Security Guard 2 2 2

Locations Qassim — Al Hasa — Jizan — Taif — Aseer — Albaha

Security Guard 1 1 1

- Service provider should assure no interruption to any of the services under his scope.

- Service provider is committed to fulfill all security requirements whenever needed by Awqaf.
- The Security provider will bear any damages or thefts caused by the negligence of the Guards.

- The Security provider should submit Weekly & Monthly report about the security performance and
issues.

- Service provider should include in his scope all the expansion or shrinking may happen by Awgaf
during the contract period within 30% range up or down for all the required security services

including manpower.

- The service provider should set a date for delivering salaries to the Guards maximum 5% day of

each month.

- Awgaf has the right to end the contract at any time in case they have issued 3 written warning to
the service provider concern the level of the service provided or negligence to the security scope
and standard and notify the Security Provider a month before.

- Contract period is 3 years.
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digital city

/lq ALRAIDAH

Al Ra'idah Digital City

Services Covered Under Service Charge

Single Tenanted Commercial Buildings - Managed by Tenant

Master Community Service Charge - Master Developer Responsibiiities Building Service Charge - Landlord Responsibilities

Hard Services

Soft Services

Potable Water System & Distribution Network |

> |Building Fabric Mai {excluding Tenant's demi:

Sewerage System & Network
Irrigation Water System & Network > |Insurance (base building)
Storm Water Network

Pathways, Roads & Inf ture
Waste Management

Landscape (Soft & Hard)
Medium & Low Voltage System

v
>

>

>

>

>

>

>

> [Street lighting System

> [Cleaning Service

> [Securily Service

> |Pest Control Service

> [365/24/7 Helpdesk Service

> |Water Features Services

>  |TSE Irrigation Water Systems
> |Utility management

> |IPTV services

> [Reserve fund

> [RDCOps Dept. running costs

> |Managing Agent costs

>  |RDCelectrical sub station

>  |Insurance

> C ity C

> |Marketing, and Business Promotion
>

>

>

>

>

Community Services
Internal Building Services

Safety and Emergency Management (HSE)
ICT network support

Government fees

Pumping Stations Q&M

|Sewage Treatment Plant O&M

>
>

Window cleaning (external)
Waste transfer from Basement Garbage Room to collection point
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Low risk projects based on type and estimated value
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projects based on type and estimated value
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Medium risk projects based on type and estimated value
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Medium risk projects based on type and estimated value
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High risk projects based on type and estimated value
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