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Annex “A”
Terms of Reference (TOR)
REQUEST FOR PROPOSAL: No. RFP/IRNTE/2024/001

Provision of manpower for the UNHCR premises in Iran 

The purpose of this tendering is to identify and select manpower service provider(s) for provision of office security guards, helpers, and cleaners to UNHCR premises in Iran (Tehran, Esfahan, Mashhad, Dogharoun, Kerman and Shiraz as indicated in article 5 of this document, and any other locations when and if required.)

1. Definition of Terms:

· Contractor / Service provider: The Company, Firm or Institute that is contracted to provide the manpower to render the solicited services
· Office helper: Person who serves the UNHCR offices and staff with physical assistance as defined in clause (a) in article 2 of this document
· Security Guard: Person who physically protects UNHCR premises, Persons of concerns, staff and asset against any possible or potential threats as defined in paragraph 2 of this document.
· Office cleaner: Person who performs office cleaning services as defined in article (b) of this document
· Contract manager: The UNHCR staff member(s) who will be responsible for managing the contract and communications with the contractor
· UNHCR Premises: Any UNHCR establishments, including but not limited to Offices, Warehouses, Guest houses, Camps, and transit centres, etc.
· Persons of concern (PoC): A person of concern is any individual whom UNHCR may consider as refugee, internally displaced person (IDP), asylum- seeker, or stateless person
· Security focal point (SFP): UNHCR staff responsible for UNHCR premises, staff, and asset’s security affairs. Personnel involved in the contract / Involved personnel: The workforce hired by the contractor to fulfil the requested services at the UNHCR premises


2. Required services, scope of the work and definition of duties

(a) Security services:
· Manning the office entrance guard kiosk/counter
· Recording the entry and exits of UNHCR staff and visitors plus verification and identification of the latter
· Constant monitoring of the office CCTV system
· Reporting any security incidents to UNHCR SFP
· Ensure that unauthorized persons are kept out of guarded premises
· Physical checking of arrivals with Arch and Manual Metal Detectors at the office entrance and refugees’ reception area. This may include security inspection of the bags, carry on, etc. when/if instructed by the SFP
· Informing the arrivals (staff or visitors) of any required entry steps e.g., COVID related precautionary measures
· Assist in distribution of items when and if required
· Notifying the concerned UNHCR staff or units upon receipt of any letters, parcels, or shipments
· Conducting the end-of-day safety/security check[footnoteRef:2] Provision of security service inside the premises including PoC area when/if requested/required  [2:    The required training will be provided by UNHCR Security Unit] 

· Performing regular security surveillance of the premises exteriors including PoC waiting area (outside the premises). Immediate notification of SFPs upon any incidents
· Checking and inspecting the arriving vehicles and follow the protocols re arrival/exit of the vehicles to/from the office through the vehicle trap area 
· Controlling the parking gates
· Performing fire extinguishing tasks for the small fires while immediately call “125” for big fires
· Warehouse security guards: To assist in receipt, dispatch and counting of the goods. To assist in daily physical verification of the warehouse for possible damage and incidents. To record all incoming and outgoing in the daily log-sheet. 


(b) Office help services:
· Managing the tea rooms and canteen
· Providing hospitality services to events and related invitees including non – UNHCR persons in Conference venues, meeting rooms inside and outside UNHCR office
· Moving of office equipment and furniture
· Packing and unpacking of supplies, parcels, boxes, and etc
· Loading and offloading office supplies including shipments 
· Arranging the storerooms and parking lots
· Assembling and disassembling of office equipment and furniture
· Providing building minimal maintenances[footnoteRef:3] [3:  The required training will be provided by UNHCR Admin Unit] 

· Supporting disposal of the out-of-date archives.
· Any other assigned duties by the UNHCR Admin Unit

(c) Cleaning Services:
· Cleaning (including sweeping, vacuum cleaning, mopping, and dusting, etc.) of office space
· Cleaning of desks and other office furniture and equipment 
· Replace all consumables (papers and soap) as and when needed
· Waste Management: All waste baskets in individual offices and common areas should be emptied with the plastic bag replaced as and when needed. Main waste baskets are to be taken out to the designed areas and emptied. All recyclable items are to be taken to the recycling area.
· Sweeping and cleaning of the office exteriors

Notes:
I. All cleaning materials and tools including detergents, cleaning cloths, mops, brushes, and gloves will be provided by UNHCR
II. The contractor will be held liable for any negative impact to UNHCR staff and/or damages to UNHCR premises and assets due to improper utilization of cleaning materials, tools, and to inappropriate methods, etc.


General conditions and qualifications of the involved personnel:
· Complying with smoking free workplace rules
· Adhering to all safety standards and measures pertinent to UNHCR staff, PoCs and properties
· The personnel under this contract shall also
· Be health-wise fit to work
· Have no addiction to any drugs and/or other substances
· Possess and show high level of etiquette 
· Basic English communication knowledge is considered as an asset 

3. Arrangement of the contract:


3.1 The monthly payment process for the received services will be initiated following the receipt of invoices with full breakdown of the salary details for each staff and the related entitlements and deductions at the end of each Gregorian month.

3.2 The contractor may use the personnel currently rendering the required services in the UNHCR offices in Iran (the number of personnel and their duties indicated in article 2 & 5 of this document).

Notes:
I. Any other personnel to-be-involved in the contract should receive UNHCR approval prior to start of the work.
II. UNHCR reserves the right to nominate the individuals required for the services and/or to request for replacement of the individuals in case of unsatisfactory performance. 
III. UNHCR also reserves the right to increase or decrease the number of required staff throughout the contract period. Should that happen, the payable amount of the contract will correspondingly be adjusted.
IV. UNHCR may adjust the take-home of the involved personnel in accordance with the government officially announced annual salary adjustments. Should that occur, the administrative fees are adjusted correspondingly. No administrative fee adjustment is envisaged throughout the contract term e.g., for ad-hoc salary revisions, etc.
3.3 The Contractor shall continuously monitor and supervise the quality of the services rendered by its personnel.

3.4 Performance evaluation: UNHCR will conduct the service quality evaluation on a bi-annual.  The Contractor shall improve the quality of its services should the outcome of evaluation indicates any weaknesses or underperformance. UNHCR reserves the right to discontinue the contract in case of continuous unsatisfactory services. 

3.5 Communications with UNHCR: Any communications of the contractor and the personnel involved in the contract with UNHCR shall only be channelled through the UNHCR Admin unit or the assigned contract manager. No direct and/or individual communications through other channels are permissible/admissible 

3.6 UNHCR enters the contractual arrangement exclusively with the selected service provider(s). The contractor is not permitted to sub-contract any part or the entire requested services to one or more third parti(es)

Working Conditions:

· The involved personnel are needed to provide services from Sunday to Thursday.
· 
· Friday and Saturday are days off and the involved personnel are eligible to 10 official holidays observed by UNHCR. Note: for cleaners the working days are Saturday to Wednesday and the off days are Thursday and Friday
· All involved personnel should wear a uniform arranged by the contracted company as described in the Article 4.9 of this document. The company shall make sure that all uniforms are clean and in good condition at all times.


4. Responsibilities and commitments of the contractor:

4.1 Upon the contract commencement, the supplier shall provide consistent and satisfactory services to UNHCR. The Contractor shall handle the administrative tasks, pay the salaries, allowances and render other entitlements pertinent to the involved personnel in full compliance with Iran’s labor law i.e., social security insurance, salary tax, paid sick/annual leaves.

4.2 The Contractor shall provide:
-	Replacement[footnoteRef:4] for personnel on sick, maternity, or annual leave and cover the related payments [4:  Please refer to clause 3.2 of this document] 

-	The replacing personnel should be from a list of pre-agreed workforce. The replacements uniform should be in accordance with what stipulated under the clause 4.9 of this document.
-	Monthly Pay stub with breakdowns of entitlements and deductions to the involved personnel

Note:
During any pandemic or widespread disease and in case any of the personnel is suspicious of being infected, the Contractor shall immediately replace the concerned personnel. 

4.2 All employees will have to be covered under insurance against any personal accident and UNHCR will not be liable for payment of any compensation on that account.

4.3 The service provider should provide proof of compliance with national regulations regarding labour law, accident, workmen compensation Act, workmen insurance, etc. This will be the sole responsibility of the service provider, UNHCR will not be a party at any kind of dispute relating to the above. In case any liability arises due to non- performance by the service provider, under no circumstances UNHCR shall be liable for the same.

4.4 UNHCR shall not be responsible for any injury, damages or eventual losses to the service provider’s personnel whilst performing services under this contract and the service shall relieve UNHCR of any liability as a consequence of such injury, damage or loss to the service provider’s service personnel.

4.5 The net take-home of the involved personnel shall be in accordance with the information provided in the Annex C of the tender documents and in full compliance with the Iran’s labour law. 
Note:
The monthly salary of the personnel involved in the contract shall be paid in maximum 5 working days after the end of (Gregorian) month.

4.6 The contractor shall provide - on monthly basis - proof for the payment of the involved personnel salaries including paid social security insurance fees, paid personnel income taxes and breakdowns related to all of them. The contractor also shall submit any supplementary financial information/document related to the payments of the contract in maximum 15 days after UNHCR requests.

4.7 The Contractor is responsible for the administrative and selection process of the new hirings pertinent to addressing the manpower needs in the contract upon UNHCR request, however, the appointment of the proposed candidates is subject to UNHCR official approval.

4.8 General trainings and the corresponding refresher sessions[footnoteRef:5] for all assigned staff shall be conducted by the contractor. UNHCR will regularly monitor the trend of the training/refresher sessions and their efficiency.  [5:  Once a year or as deemed required by UNHCR Admin unit] 

Note:
Specialized trainings will be provided by UNHCR

4.9 The Contractor is committed to provide below items[footnoteRef:6] during the period of the contract and on annual basis (EVERY 6 MONTHS) to the involved personnel as applicable: (The selected bidder will be requested to provide sample of uniforms - based on the stipulated criteria - in the beginning of the contract and should maintain the quality of the required item throughout the contract term) [6:  The to-be-provided items as well as their colors should be approved by UNHCR Admin unit – Colors may be subject to change during the contract with well advanced notification from UNHCR Admin unit] 


Male Guards:
· One black suit in May; and One black jacket - with Security emblem on the backside - in November (For the second year the black jacket should be replaced with an additional set of black suit)
· One pair of black trousers in November (70% cottons)
· Four white shirts (70% cottons)
· Two pair black leather of shoes (with orthopaedic insole and sides)
· Four white undershirts (70% cottons)
· Four pairs of black socks (70% cottons)
· One black leather belt
Female Guards:
· Two black manteaux (70% cottons)
· Two pairs of black leather shoes (with orthopaedic insole and sides)
· Two pairs of black trousers (70% cottons)
· Four pairs of black socks (70% cottons)
· Two sky blue scarves or shawls (70% cottons)
· One black leather belt
Office Helpers and cleaners:
· Two pairs of dark grey trousers (70% cotton)
· One dark grey sleeveless pullover
· Six light grey shirts (70 % cotton)
· Two pair of black leather shoes (with orthopaedic insole and sides)
· Six white undershirts (70% cottons)
· Six pairs of grey socks (70% cottons)
· One black leather belt



5. List of the required personnel: 

Helpers, and cleaners:

	Location 
	Position/Title
	Working shift
	Number of personnel

	Tehran
	Office helpers/cleaners
	0800H – 1600H
	11 (male)

	Esfahan
	Office helpers/cleaners
	0800H – 1600H
	2 (1 male + 1 female)

	Mashhad
	Office helpers/cleaners
	0800H – 1600H
	3 (male)

	Dogharoun
	Office helpers/cleaners
	0800H – 1600H
	1 (male)

	Kerman
	Office helpers/cleaners
	0800H – 1600H
	4 (2 male + 2 female)

	Shiraz
	Office helpers/cleaners
	0800H – 1600H
	3 (2 male + 1 female)

	24 persons



Security guards:

	Location 
	Position/Title
	Working shift
	Number of personnel

	Tehran
	Shift Guard
	0800H – 1600H
1600H – 0000H
0000H - 0800H
	7 (male)

	
	Day Guard
	0800H – 1600H
	8 (5 male + 3 female) 

	
	Persian Gulf center
	0800H – 1400H
	1 (male)

	Tehran Warehouse
	Shift guard
	0800H – 1600H
1600H – 0000H
0000H - 0800H
	4 (male)

	Esfahan
	Shift guard
	0800H – 1600H
1600H – 0000H
0000H - 0800H
	4 (male)

	
	Day guard
	0800H – 1600H
	3 (2 male + 1 female)

	Mashhad
	Shift guard
	0800H – 1600H
1600H – 0000H
0000H - 0800H
	4 (male)

	
	Day guard
	0800H – 1600H
	2 (1 male + 1 female)

	Dogharoun
	Shift guard
	
1600H –  0800H
	2 (male)

	Kerman
	Shift guard
	0800H – 1600H
1600H – 0000H
0000H - 0800H
	4 (male)

	
	Day guard
	0800H – 1600H
	4 (3 male + 1 female)

	Shiraz
	Shift guard
	0800H – 1600H
1600H – 0000H
0000H - 0800H
	4 (male)

	
	Day guard
	0800H – 1600H
	2 (1 male + 1 female)

	49 persons




Additional Information

UNHCR may award the contract for initial period of three years with possible extension of further two years (1+1 years) could be concluded between UNHCR and the selected Contractor, subject to satisfactory performance.

Pre-qualification Conditions: the bidders should possess and submit below mentioned documents to be considered for technical assessment:

· An active registration status
· Article of Association shall include provision of office services 
· A valid VAT certificate
· Submission of filled, duly signed and stamped Appendix A “commitment Letter” of this document

As part of your technical proposal and along with the above-mentioned documents, please submit the followings in order to achieve the highest associated scores:

· A detailed description of and documentations for the company and its activities and specializations. 
· An overall description of the company's experience
· The number and description of similar projects successfully completed and the number of and description of similar projects currently underway 
· (Copies of Purchase Orders, or contract agreements, or work order, etc., awarded and served within the past 5 years should be attached as a proof. They should relate to the scope of work in Annex A)
· The respective performance satisfaction letters if any.
· The company's structure / organigram/ CVs of core staff
· Financial statements/audit reports from the past 5 years
· Provide a detailed proposal showing how the company shall fulfil the requirements as set out in the ToR (compliance with the TOR)
· Submission of the  list of the proposed backup personnel 


Important notes:
a. The minimum take-home of the involved personnel is mentioned in the Column “E” of the Annex “C” of the RFP








APPENDIX “A”
COMMITMENT LETTER

I the undersigned Company …………………………………………… agree that in case I sign a contract with UNHCR I shall:

a. Pay the monthly take-home of the involved personnel in accordance with the indicated figures by the UNHCR incorporated in the financial proposal form Annex “C”. The monthly take-home should be exclusive of insurance, medical, Uniform and any order legal entitlements. 
b. Register all the involved personnel serving UNHCR with Iranian Social Security as per the existing labour law and regularly pay all applicable taxes. 
c. Allow all the involved personnel to take 30 days of paid annual leave.
d. Pay the salary of all employees no later than the 5th of the following month of work.

I agree and accept to submit to UNHCR, upon request, any documentation that provides evidence of compliance with the above requirements. 

I understand that failure to comply with the above requirements shall constitute a breach of contract and may result in the cancellation of the contract with UNHCR. 

Name:

Signature/Stamp of the company representative:

Date:
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