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relieved and should maintain and sign accordingly in handing/taking over register.

3. Prevent misuse of Electricity and water and maintain necessary log books.

4. 1In case of fire, during or after Office hours, the Security Guards on duty will immediately
alert the Assistant Provident Fund Commissioner (Caretaker) and inform the nearest Fire
Station and assist in fire fighting operations.

5. The Security Guards on duty must watch that there is no unidentified/unclaimed/suspicious
Objects/persons in the premises, and if found, to be immediately brought to the notice of
Assistant Provident Fund Commissioner (Caretaker).

6. The Security Guards should ensure that all the electrical equipments/instruments/lights and
fans should be switched off closure of the Office hours.

7. The Security Guards should ensure that all the Vehicles of Staff and Visitors are arranged and
parked in the designated areas.

8. The names of the Security personnel should always be displayed by them on their Uniforms
for identification purposes.

9. The Agency should arrange for surprise checks (during day and night) to check the alertness
and attentiveness of the Security Guards.

10. The Security Guards shall at all times comply with all directions and instructions issued by the
Competent Authority of this office. Non Compliance of instructions can lead to termination of
agreement.

Duties and responsibilities of House Keeping Staff.

1. Sweeping and mopping of passage.

2. Clearing and cleaning of waste paper baskets.

. Dusting of partitions, doors windows, walls and venetian blinds.

4. Cleaning of telephone instruments.

Cleaning of the doors and windows glasses from inside and outside.

Cleaning of W.C’s, wash basin, urinal and mirrors etc. in all the toilets of building.
Scrubbing and cleaning of all toilets and flooring.

Mopping of the entire toilet floors with deodorant disinfectant and cleaning of
washbasins at regular intervals throughout the day.

9. Cleaning of Terrace, Balcony, Rooms, Parking, Basement and main gate of building.
10. Any other work assigned by the administrative in charge.
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Duties and Responsibility of the Agency

I. The agency should provide a whistle, Uniform, torch and lathi to the security guard on
duty and ensure round the clock security including on holidays.

2. The security guard/personnel should be changed on completion of the temporary
employment period and fresh batch of personnel shall be engaged simultaneously.

3. If it is found that any property of the office is lost/damaged either due to the negligence
or connivance of the security guards the same shall be made good on the depreciated
value of the property damaged/lost from the security agencies bill.

4. The agency shall furnish the names and addresses of all the Men/Women posted in the

premise of the Regional Office, Aurangabad and also when there is any requirement for
police verification.



The agency shall submit a monthly report of compliance and happenings in the premises
to Assistant P.F.Commissioner (CT) of Regional Office, Aurangabad.

All the staff deployed will be deemed employees of Agencies or all purposes and the
agencies shall be fully responsible for payment of wages, other dues and compliance of
all labour law applicable to them.

Agency will be responsible to pay minimum wages to their employees as per order of
Government of Maharashtra and to deposit all statutory dues (i.e. PF/ESIC/PT & Service
Tax/GST etc.)

The agency, on award of the contract should execute an agreement in Rs. 100/- stamp
paper with Regional Office, Aurangabad incorporating the relevant terms and conditions.
The agency shall ensure that all persons employed by him shall be efficient, honest and
conversant with their nature of the work.

10. The agency shall be liable for compliance of all relevant laws

Special Conditions of Contract

1.

The agency and their staff shall strictly follow the security procedure/Instructions of the
Regional Office, Aurangabad, in vogue, while they are inside the premises.

The work has to be done with utmost care, diligently and agency should supervise,
inspect and issue instructions to their staff for the proper and efficient discharge of the
work.

Any loss sustained by the Regional Office, Aurangabad by way of theft negligence or
careless the agency of their workmen solely rest with the agency and shall be to the
account of the agency. The assessed value of the damages shall be calculated considering
life of item.

Other conditions

1. The contract will be initially for a period of 12 months from date of award, which can be
extended further if the agency agrees to provide the services on the same terms and
conditions provided the services provided by them are satisfactory Regional Office,
Aurangabad reserves the right to Pre-maturely terminate the agreement without assigning
any reasons by giving one month notice before the expiry of the contract period.

2. The agency should be willing to provide persons on certain contingencies on payment
of proportionate wages. Regional Office, Aurangabad may also increase the number of
persons required depending upon future requirements, as per the rates already entered in

the contract agreement.

(VIVEKRAMAN REDDY R)
ASSISTANT P.F. COMMISSIONER (HRM)
REGIONAL OFFICE AURANGABAD












