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CENTRAL ELECTROCHEMICAL RESEARCH INSTITUTE

(Council of Scientific & Industrial Research)

Karaikudi – 630 006

NO.08/33/6/2004-W&G

                                                      

      Dated: 20th July, 2007
NOTICE INVITING TENDER No. 2/2007
Sealed Tenders are invited by the Director, Central Electrochemical Research Institute, Karaikudi for House-keeping work for Guest House and other areas on job contract from reputed registered and experienced contractors, who have executed such works satisfactorily in Governments or Public Sector Undertakings/Autonomous bodies/ CSIR Laboratories/Large Industrial/Educational Campuses or Organizations of repute. The prospective tenderers may satisfy themselves about the requirement by visiting CECRI on any working day (Monday to Friday) between 10.00a.m. and 4.00 p.m.at CECRI, Karaikudi:

Tender documents can be obtained from the Section Officer (Works & General), CECRI either by post or in person on payment of Rs.540/- (Rupees Five Hundred and fifty only) by cash (before 12.00 noon) or Demand Draft drawn in favour of the Director, CECRI, Karaikudi, payable at any Nationalized Banks at Karaikudi on any working day during the period from 23.07.2007  to  01.08.2007  between 10.00 a.m. and 4.00 p.m.

Tender documents will be issued on production of:

 i)  Copy of registration certificate issued by the registering authority and license     from  Labour Commissioner, Govt. of Tamilnadu for the above works.

ii)  Copy of experience/credential certificate obtained from Central/State Govt.

     Departments etc. for the work carried out for the last three years with list of present customers and also proof of annual turn-over of Rs.2 Lakhs or more for the past 3 years.

        iii)  Proof of registration with ESI and EPF authorities along with code numbers.

Sealed tender with EMD of 2.5% of the annual value quoted by the tenderer for the above work in the form of Bank Draft (Indian Bank) drawn in favour of Director, CECRI, Karaikudi,  superscribing the Name of the Work on the envelope, should reach the Controller of Administration at 3.00p.m. on 03.08.2007 which would  be opened at 3.30p.m. on the same day in  presence of the tenderers present. 

Before submission of tender, the tenderer shall visit the CECRI, Karaikudi and assess the quantum of work supposed to be carried out regularly for quoting the rate and manpower requirement. (Contact persons: Dr. M.Paramasivam, Scientist-in-Charge Guest House, Shri N.Kalidoss, T.O, Library, and D.V.Subrahmanyam. Administrative Officer)
Tenders received after the appointed time and date, whether sent by post or delivered in person, are liable to be rejected. Tenders submitted without EMD and incomplete tenders are also liable to be rejected.

Director, CECRI reserves the right to accept or reject any or all the tenders without assigning any reason whatsoever and his decision shall be final and binding. NIT is also available in CECRI website www.cecri-res.in






     CONTROLLER OF ADMINISTRATION 

:  2 :

CENTRAL ELECTROCHEMICAL RESEARCH INSTITUTE

(Council of Scientific & Industrial Research)

Karaikudi – 630 006

TERMS AND CONDITIONS  FOR JOB CONTRACT WORK FOR HOUSE KEEPING WORK FOR GUEST HOUSE AND OTHER AREAS  

1. Sealed tenders are invited for house-keeping work for Guest House and other areas at the Central Electrochemical Research Institute (CECRI), Karaikudi 630 006 from registered and experienced House-keeping contractors, who have executed similar nature of work satisfactorily in Government Departments or public Sector Undertakings or organizations of repute in a single contract.  The schedule of work to be performed by the Contractor is as follows:

Guess House and other areas: 

 Sl. No. i) to xv) Guest House ;and

 other areas of work from Sl. No.xvi) to xxii)

i) Guest house is consisting of 42 rooms

ii) Cleaning the rooms and corridors regularly daily

iii) Arranging and serving of tea/coffee, breakfast, lunch and dinner

to guests and invitees

iv) to arrange breakfast, lunch  and dinners during seminars/works and 

            official meetings.

v) to clean plates and vessels before and after lunch and dinners

vi) to prepare and serve boiled and filtered drinking water to guests and invitees

vii) to sweep the approach road of the guest house daily

viii) collection of cash and preparation of bills for the payment made by the guests and depositing to the Office 

ix) Attending to the room calls

x) STD booth maintenance (collection of amount and remittance thereof)

xi) Maintenance of rooms and cleaning of toilets every day

xii) For arranging guest house linens through washerman

xiii) To keep a watch on the guest house materials

xiv) To clean and maintain the garden and vacant space of the guest house regularly

xv) To attend to other petty works of the guest house, which is not defined here

xvi) Binding of damaged books, official OMs, Project proposals reports etc. 

xvii) Xerox operating work

xviii) Reference service
xix) Books/journals racks shifting, arrangement of books as and when required

              xx)     Security work/duty near the Library counter

                    xxi)    Garden maintenance near the Library premises

                    xxii)   Other petty works as and when assigned 
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2. The prospective tenderers may satisfy themselves about the requirements by visiting the Central Electrochemical Research Institute, Karaikudi – 630 006, on any working day between 10.00 a.m. and 4.00 p.m. before submitting their tenders. (Contact person: Dr. M.Paramasivam, Scientist in-Charge Guest House, Shri N.Kalidoss, T.O. and D.V.Subrahmanyam. Administrative Officer).
3. The tenders should be submitted in the specified form (non-transferrable) as given in Annexure-I in a sealed cover superscribing the name of the work on the enevelope.

4. While submitting the tender, the Contractor shall deposit an earnest money       equivalent to 2.5% of the annual value quoted either in Cash or Demand      Draft drawn in favour of “Director, CECRI, KARAIKUDI – 630 006” (on any      Nationalised Banks), which will be refunded in respect of unsuccessful tenderers.

5.  Tenderer shall enclose copies of the following documents:

  i)  Copy of registration certificate issued by the registering authority and license     from  Labour Commissioner, Govt. of Tamilnadu for the above works.

ii)   Copy of experience/credential certificate obtained from Central/State Govt.

       Departments etc. for the work carried out for the last three years with list of present customers and also proof of annual turn-over of Rs.2 Lakhs or more for the past 3 years.

        iii)  Proof of registration with ESI and EPF authorities along with code numbers.

6.  Tenders without EMD and incomplete tenders are liable to be rejected.

7.  EMD will be liable to be forfeited if the Contractor selected for the work fails to sign the formal agreement or to start the work on the date stipulated in the work order.

8. If any relative of the tenderer is an employee of the CECRI, the name, designation and relationship of such employee shall be intimated to the Director, CECRI in writing while submitting the tender.                                                            

9. The tender submitted shall remain valid for 90 days from the date of opening for the purpose of acceptance and award of work.  Validity beyond 90 days from the date of opening shall be by mutual consent.

10. Last date for receipt of tenders in the office of the Controller of Administration, Central Electro Chemical Research Institute, will be 3.00 p.m. on 03rd  August, 2007 and the tenders will be opened at 3.30 p.m. same day in the presence of the tenderers or their representatives present.  

11. Before signing the agreement, the Contractor shall deposit 5% of the annual value of contract (adjusting the EMD) as security deposit in the form of Bank Guarantee from any of the Nationalised Banks payble at Karaikudi, which would be released on expiry/termination of the contract after adjustment of dues, if any.

12. The contract is initially for a trial period of THREE MONTHS, which is      likely to be extended for further period of NINE MONTHS by a period review after three months, subject to satisfactory performance of the work at the same tendered rate. The Contractor shall execute an agreement on a non-judicial stamp paper worth Rs.20/- before taking up the contract, agreeing to abide by all the terms and conditions mentioned therein (Agreement format enclosed).
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13. Police verification of the antecedents of the personnel to be engaged at CECRI will be obtained by the Contractor in advance and made available to CECRI

14. For performing Guest House duties, the Contractor shall deploy persons round the clock in eight hours shifts. The Contractor shall ensure that the persons are punctual, disciplined and remain vigilant in performance of their duty.  The Contractor shall engage medically and physically fit persons.

15. The Contractor shall communicate the names, parentage, residential address, age etc. of the persons deployed. The Contractor shall issue Identify Cards to the persons and they shall be duty bound to display the same at the time of providing the service.



16. The Director of the Institute or any person authorised by the Director shall be at liberty to carry out surprise check on the persons so deployed by the Contractor in order to ensure that required number of persons are deployed and that they are providing the service properly.

17. a) The persons deployed by the contractor for the work shall be the employees of the contractor for all intents and purposes and in no case, shall a relationship of employer and employee between the said persons and the CSIR accrue implicitly or explicitly.

b) The persons so deployed shall remain under the control and supervision of the contractor and he shall be liable for payment for their wages etc. and all other dues which the contractor is liable to pay under various labour regulations and other statutory provisions.

c) The Contractor shall ensure that all the employees get minimum wages not less than the Tamil Nadu Minimum Wages Act as applicable to Karaikudi (‘C’ Zone) and other benefits as are admissible under various labour laws. He shall provide full information in respect of wages etc. paid to his employees so deployed in conformity with the provisions of Contract Labour (Regulation and Abolition) Act, 1970. He shall furnish the license certificate (current) from the Labour Commissioner, Government of Tamilnadu. 

d) The contractor shall deploy his persons in such a way that the persons get weekly rest, the working hours/leave for which the work is taken from them, under relevant provisions of Shops and Establishment Act. The contractor shall in all dealings with the persons in his employment have due regard to all recognized festivals, days of rest and religious or other customs. In the event of contractor committing a default or breach of any of the provisions of the labour laws including the provisions of Contract Labour (Regulation & Abolition) Act, 1970, as amended from time to time or furnishing any information, or submitting or filing any settlement under the provision of the said regulations and rules which is materially incorrectly, they shall without prejudice to any other liability pay to the Director of the Institute a sum as may be claimed by the Institute.
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18. Income-Tax at the prevailing rate will be deducted from the monthly bill of the Contractor.

19. Extra manpower, if required, should be provided as per the agreed rate.

20. CECRI will supply materials required for the work.  The Contractor shall put these to optimum use without giving any room for wastage or undue damage.  In the event of theft or pilferage of materials, the Contractor shall be liable for losses and value of the materials so lost shall be made good by the Contractor, apart from rendering the contract liable for termination.

21. The Contractor shall submit the proof of having deposited the amount of contribution claimed by him on account of ESI and EPF towards the persons deployed in their respective names before submitting the bill for the subsequent month.  In case the Contractor fails to do so, the amount claimed towards ESI and EPF contribution will be withheld till submission of required documents.  Service tax will be reimbursed on production of proof of having deposited the amount with the Central Excise Department.

22. After the award of contract the Contracrtor is required to issue letter of appointment to the persons proposed to be engaged by him with a copy forwarded to the Director CECRI for records. 

23. The contractor shall execute an agreement on a non-judicial stamp paper worth Rs.20/- before taking up the contract, agreeing to abide by all the terms and conditions mentioned therein as per the format of the agreement enclosed.

24. The Director, CECRI, Karaikudi reserves the right to accept or reject any or all the tenders without assigning any reason whatsoever and his decision shall be final and binding on the Contractor.
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SECHEDULE OF RATES ANNEXURE “I”   

Tender form issued to:                                                         

 SECTION OFFICER (W& G)

From                                                                                        Date:

To

Director, 

Central Electrochemical Research Institute,

Karaikudi – 630 006.

         Sub:  Job Contract work for house-keeping for Guest House and other areas at 

                   Central Electrochemical Research Institute, Karaikudi – Reg.     

         Ref: Tender Notice No.2/2007 dated 20th July, 2007.



**

Sir,

In response to the above and in full agreement with the terms and conditions as stipulated by you in the tender document provided for the purpose, I/we offer my/our rates as follows:

	NO. OF WORKERS

QUOTED
	Rate of wage (wage  + Dearness Allowance)   per person per month (Both in figures & in words)

	Nos.
	

	STATUTORY PAYMENT: 

(Prevailing rates)

	EPF Employer’s share contribution -  12%   :

EPF EDLI charges – 0.50%                             :

EPF Admn. Charges – 1.10%                          :

EPF Ins. Admn. Charges – 0.01%                   : 

ESI  Employer’s share contribution – 4.75% :       

Bonus   - 8.33%                                                  : 

	SERVICE CHARGES: 


We enclose Demand Draft No.                                                 Dated  

             
for Rs.                                     drawn on                                                  (name of the bank) towards EMD.           

We confirm that:

(a) The number of persons quoted is minimum required to execute the contract satisfactorily.      

(b) The rate quoted is not less than the rate of wages prescribed under the Minimum 

      Wages Act, by the Government of Tamil Nadu for Zone-C. under shop and 

Establishment Act. 
                                                                                                                                   Yours faithfully,

Place:                                                                              

             Date:                                                                                           Signature of the Contractor

                                                                                                                         with Rubber Stamp 
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AGREEMENT FOR GUEST HOUSE AND OTHER AREAS OF WORK

This AGREEMENT made on this _________________day of  _____________________ 

_________________________ between the COUNCIL OF SCIENTIFIC & INDUSTRIAL RESEARCH, a Society registered under the Societies Registration Act and having its office at “Anusandhan Bhavan”, Rafi Marg, New Delhi (hereinafter referred to as CSIR) of the ONE PART







And

M/s __________________________________________  at  _____________________ ________________________________________________ (herein after referred to as Contractor) of the OTHER PART.


WHEREAS the CSIR is desirous of giving a job contract for providing the manpower for Guest House and other areas of work” at Central Electrochemical Research Institute, Karaikudi which is a constituent unit of CSIR (hereinafter referred to as INSTITUTE) and whereas the Contractor has offered to provide the said services on the terms and conditions hereinafter stated.


WHEREAS Contractor has represented that he is a registered Contractor under the provisions of Contract Labour (Regulation and Abolition Act), 1970 and has further represented that he is eligible to get this contract and there is no legal or any other bar for him in this respect.  Any obligations and/or formalities which are required to be fulfilled under the said Act or any amendment thereto for the purpose of entering into and/or execution of this contract shall be carried out by the Contractor at his own expenses, etc. and the Contractor shall report the compliance thereof to the INSTITUTE.  The Contractor shall be solely liable for any violation of the provisions of the said Act or any other Act.


WHEREAS INSTITUTE has agreed to award job contract for security services and for keeping a strict watch and ward of the land and properties as mentioned in Annexure A.


AND WHEREAS the Contractor has agreed to furnish to the INSTITUTE a Security Deposit of Rs._________________________ by way of Demand Draft/Bank Guarantee (from the Nationalised Banks payable at Karaikudi).  


NOW THEREFORE BY THESE ARTICLES AND ON THE PREMISES mentioned above, the parties have agreed to as under:-

A. GENREAL CONDITIONS

1. That it is expressly understood and agreed between the parties to this Agreement that the persons deployed by the Contractor for the services mentioned above shall be the employees of the Contractor for all intents and purposes and that the persons so deployed shall remain under the control and supervision of the Contractor and in no case, shall a relationship of employer and employee between the said persons and the INSTITUTE accrue/arise implicitly or explicitly.







      : 8 :

2. That on taking over the responsibility of providing of manpower to the Guest House and other areas of work, the Contractor shall formulate the mechanism and duty assignment of personnel in consultation with Director of the INSTITUTE or his nominee. Subsequently, the Contractor shall review the arrangement from time to time and advise the Director of the INSTITUTE for further streamlining their system. The Contractor shall further be bound by and carry out the directions/instructions given to him by the Director of the INSTITUTE or the officer designated by the Director in this respect from time to time. 

3. That the Director of the INSTITUTE or any other person authorised by the Director shall be at liberty to carry out surprise check on the persons so deployed by the Contractor in order to ensure that persons deployed by him are doing their duties.  

     4. That in case any of the persons so deployed by the Contractor does not come upto the mark or does not perform his duties properly or indulges in any unlawful riots or disorderly conduct, the Contractor shall immediately withdraw and take suitable action against such persons on the report of the INSTITUTE in this respect.  Further, the Contractor shall immediately replace the particular person so deployed on the demand of the Director INSTITUTE in case of any of the aforesaid acts on the part of the said person.

B     CONTRACTOR’S OBLIGATIONS

1.  That the Contractor shall provide manpower to attend to the works as in Annexure-A as deemed fit by him in consultation with the INSTITUTE.

2.  That for performing Guest House duties, the Contractor shall deploy persons round the clock in eight hours shift. The Contractor shall ensure that the persons are punctual and disciplined and remain vigilant in performance of their duty.  It is further agreed that the Contractor shall engage medically and physically fit persons. 

3. That the Contractor shall submit details of the names, parentage, residential address, age, etc. of the persons deployed by him in the premises of the INSTITUTE and for the purpose of proper identification of the employees of the Contractor deployed at various points, he shall issue identity cards bearing their Photographs/Identification, etc. and such employees shall display their identity cards at the time of duty.
                                                                                            

4.That the Contractor shall at his own cost, if required, take necessary insurance cover in respect of the aforesaid services rendered to the INSTITUTE and shall comply with the statutory provisions of Contract Labour (Regulation & Abolition) Act, 1970; Employees State Insurance Act; Workman’s Compensation Act, 1923; Payment of Wages Act, 1936; The Employees Provident Fund (and Miscellaneous Provisions) Act, 1952; Payment of Bonus Act, 1965; The Minimum Wages Act, 1948; Employer’s Liability Act, 1938; Employment of Children  Act, 1938 and/ or any other  Rules/regulations and/or statutes that may be applicable to them and shall further keep the INSTITUTE indemnified from all  acts of omission, fault, breaches and/or  any claim, demand, loss, injury and expense arising out from the non-compliance of the aforesaid statutory  provisions.  Contractor’s failure to fulfill any of the obligations hereunder and/or under the said Acts, rules/regulations and/or any bye-laws or rules framed under or any of these, the INSTITUTE shall be entitled to recover any of such 
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losses or expenses which it may have to suffer or incur on account of such claim, demands, loss or injury from the Contractor’s monthly payments.

5.  That the Contractor shall submit the proof of having deposited the amount of contribution claimed by him on account of ESI & EPF towards the persons deployed at the INSTITUTE in their respective names before submitting the bill for the subsequent month.  In case the Contractor fails to do so, the amount claimed towards ESI & EPF contribution will be withheld till submission of required documents.

6.  That the Contactor shall particularly abide by the provisions of Minimum Wages Act, 1948 with Rules 1950 framed there-under, as amended from time to time on the rates, terms and conditions as approved by Tamil Nadu Minimum Wages Act, as applicable to Karaikudi (‘C’ Zone)

7.  That the Contractor shall be required to maintain permanent attendance register/roll within the building premises which will be opened for inspection and checking by the authorized officers of INSTITUTE.

8.  That the Contractor shall make the payments of wages, etc. to the persons so deployed in the presence of representative of the INSTITUTE by 7th of every month and shall on demand furnish copies of wages register/muster roll, etc. to the INSTITUTE for having paid all the dues to the persons deployed by him for the work under the agreement.  This obligation is imposed on the Contractor to ensure that he is fulfilling his commitments towards his employees so deployed under various Labour Laws, having regard to the duties of the INSTITUTE in this respect as per the provisions of Contract Labour (Regulation and Abolition) Act, 1970.  The Contractor shall comply with or cause to be complied with the Labour regulations from time to time in regard to payment of wages, wage period, deductions from wages, recovery of wages not paid and deductions unauthorisedly made, maintenance of wages book, wage slip, publications of scale of wages, and terms of employment, inspection and submission of periodical returns.

9.  The Contractor shall take all reasonable precautions to prevent any unlawful riots or disorderly conduct or acts of his employees so deployed and ensure preservation of peace and protection of persons and property of the INSTITUTE.   

10. That the Contractor shall deploy his persons in such a way that they get weekly rest, the working hours/leave for which the work is taken from them, under relevant provisions of Shops and Establishments Act.  The Contractor shall in all dealings with the persons in his employment have due regard to all recognized festivals, days of rest and religious or other customs.  In the event of the Contractor committing a default or breach of any of the provisions of the Labour Laws including the provisions of Contract Labour (Regulation and Abolition) Act, 1970 as amended from time to time or furnishing any information, or submitting or filing any statement under the provisions of the said regulations and rules which is materially incorrect, he shall without prejudice to any other liability pay to the Director of the INSTITUTE a sum as may be claimed by the INSTITUTE.

         C      INSTITUTE’S OBLIGATIONS   

1. That in consideration of the services rendered by the Contractor as stated above, he shall be paid the wages on monthly basis.   Such payment shall be made within 7 working days from the date of receipt of the bills raised by the Contractor and duly certified by the Officer designated by the INSTITUTE in this regard.
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2. That payment on account of enhancement/escalation charges on account of revision in wages by the appropriate Govt., from time to time shall be payable by the INSTITUTE to the Contractor.

3. That the INSTITUTE shall reimburse the amount of Service Tax and claims towards statutory payments on production of documentary evidence of remittance of said amount to the prescribed authorities.    

D    INDEMNIFICATION

1. That the Contractor shall keep the INSTITUTE indemnified against all claims  whatsoever in respect of the employees deployed by the Contractor.  In case any employee of the Contractor so deployed enters in dispute of any nature whatsoever, it will be the primary responsibility of the Contractor to contest the same. In case the Institute is made party and is supposed to contest the case, the INSTITUTE will be reimbursed for the actual expenses incurred towards Counsel fee and other expenses, which shall be paid in advance by the Contractor to the INSTITUTE on demand.  Further, the Contractor shall ensure that no financial or any other liability comes on the INSTITUTE in this respect of any nature whatsoever and shall keep the INSTIUTE indemnified in this respect.

2. That the Contractor shall further keep the INSTITUTE indemnified against any loss to the INSTITUTE property and assets.  The INSTITUTE shall have further right to adjust and/or deduct any of the amounts as aforesaid from the payments due to the Contractor under this contract.

E     PENALTIES / LIABILITIES

1.  That the Contractor shall be responsible for faithful compliance of the terms and conditions of this agreement.  In the event of any breach of the agreement, the same may be terminated and the security deposit will be forfeited and further the work may be got gone done from another agency at their risk and cost.

2.  That if the Contractor violates any of the terms and conditions of this agreement or commits any fault or their services are not to the entire satisfaction of the officer authorized by the Director of the lab in this behalf, a penalty leading to a deduction upto a maximum of 10% of the total amount of bill for a particular month will be imposed.

F      COMMENCEMENT AND TERMINATION

1. That this agreement shall come into force w.e.f.…………………. and shall remain in force for a trial period of three months.  This agreement may be extended on such terms and conditions as are mutually agreed upon.

2. That this agreement may be terminated on any of the following contingencies:

       a)   On the expiry of the contract period as stated above

       b)   By giving one month’s notice by the INSTITUTE on account of 

      i)   committing breach by the Contractor of any terms and conditions of  this

      agreement          

              ii)  assigning   the contract or any part thereof to any sub-contractor by the 

                   Contractor without written permission of the INSTITUTE

        c)   On Contractor being declared insolvent by competent Court of Law.
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     During the notice period for termination of the contract, in the situation contemplated above, the Contractor shall keep on discharging his duties as before till the expiry of notice period.

      It shall be the duty of the Contractor to remove all the persons, deployed by him, on termination of the contract, on any ground whatsoever and ensure that no person creates any disruption/hindrance/problem of any nature to the INSTITUTE.

G     ARBITRATION

1.   In the event of any question, dispute/difference arising under this agreement or in connection herewith (except as to matters the decision of which is specifically provided under this agreement) the same shall be referred to the sole arbitration to the Director-General, CSIR or his nominee.

2.   The award of the Arbitrator shall be final and binding on the parties.  In the event of such arbitrator to whom the matter is originally referred to being transferred or vacating his office or resigning or refusing to work or neglecting his work or being unable to act for any reason whatsoever, the Director-General, CSIR shall appoint another person to act as arbitrator in place of the out-going arbitrator in accordance with the terms of this agreement and the persons so appointed shall be entitled to proceed with the reference from the stage at which it was left by his predecessor.

3. The expression Director-General, CSIR shall mean and include an acting/ officiating Director-General.

4.  The Arbitrator may give interim award(s) and/or directions, as may be required.

5.  Subject to the aforesaid provisions, the Arbitration & Conciliation Act, 1996 and the rules made hereunder and any modification thereof from time to time being in force shall be deemed to apply to the arbitration proceedings under the clause. 

IN WITNESS WHEREOF the parties hereto have signed these presents on the date, month and year first above written.

       






        For and on behalf of                   

                                                                                     Council of Scientific & Industrial Research                                                                                                                        

                                                                                                        Anusandhan Bhavan,

                                                                                               Rafi marg, New Delhi – 110 001

  For and on behalf of

                               The Contractor______________________
WITNESS

1.

2. 
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CENTRAL ELECTROCHEMICAL RESEARCH INSTITUT

KARAIKUDI – 600 003

                                                                                           ANNEXURE - A

House-keeping work for Guess House and other areas: 

Sl. No. i) to xv) Guest House ;and

other areas of work from Sl. No.xvi) to xxii)

i) Guest house is consisting of 42 rooms

ii) Cleaning the rooms and corridors regularly daily

iii) Arranging and serving of tea/coffee, breakfast, lunch and dinner

to guests and invitees

iv) to arrange breakfast, lunch  and dinners during seminars/works and 

             official meetings.

v) to clean plates and vessels before and after lunch and dinners

vi) to prepare and serve boiled and filtered drinking water to guests and invitees

vii) to sweep the approach road of the guest house daily

viii) collection of cash and preparation of bills for the payment made by the guests and depositing to the Office 

ix) Attending to the room calls

x) STD booth maintenance (collection of amount and remittance thereof)

xi) Maintenance of rooms and cleaning of toilets every day

xii) For arranging guest house linens through washerman

xiii) To keep a watch on the guest house materials

xiv) To clean and maintain the garden and vacant space of the guest house regularly

xv) To attend to other petty works of the guest house, which is not defined here

xvi) Binding of damaged books, official OMs, Project proposals reports etc. 

xvii) Xerox operating work

xviii) Reference service

xix) Books/journals racks shifting, arrangement of books as and when required

              xx)     Security work/duty near the Library counter

                    xxi)    Garden maintenance near the Library premises

                    xxii)   Other petty works as and when assigned 

