
CARE BANGLADESH 

PROCUREMENT DEPARTMENT 
 

 

Date: 17/05/2023        Ref: RFQ/CARE/PROC/FY-22/0008 

 
 

To, 

............................................... 

……………………………………………. 

……………………………………………. 

 
Subject: Request for Proposal for Cleaning Services under Service Agreement for Two (02) years for 
CARE Bangladesh. 
 

CARE Bangladesh is inviting the interested Potential Vendor/Firm/Company to submit their quotation on their 

letterhead pad (softcopy in non-editable mode/PDF/Scan) at CARE Bangladesh Dhaka Office for the Cleaning Service 

under the Service Agreement for two (02) years through email. The quoted price should meet the 

requirement as per SoW (Scope of Work). 
 

Email To: Farhana.Kabir@care.org.  

          Cc : Maria.Khatoon@care.org 

 

 

 SL Description Required 

Unit 

Unit Price in 

BDT. 

Total Price 

in BDT. 

1. 

Hiring Service Provider for Cleaning Services.  

 

Service require: for two years 
Areas: Ladies and gent’s toilets, the washrooms in 
between the corridor in front of them of each floor 
(7th and 8th) of CARE Bangladesh Dhaka Office, 
RAOWA COMPLEX, VIP Road, Mohakhali, Dhaka - 
1206.  
 

Duty hours: From 8.00 am to 6:30 pm on each 

working day – Monday through Thursday except 

Government holidays. (Including 30 minutes lunch 

break).  

 

Numbers of cleaners: To accomplish the total jobs 2 
(two) dedicated cleaners are to be employed (1 Male 
Cleaner for male toilets and 1 female Cleaner for 
female toilets) by the vendor. During the leave or 
illness of any of the Cleaners, the vendor shall 
arrange an immediate replacement for the vacant 
time at his own account (no additional payment will 
be made for such temporary replacement). 
 

02 years 
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NOTE:  Please note that the quantity of the person might be changed (increased/decreased) as needed 

throughout the year. Service Provider(S) are obligated to continue providing the service at the agreed-

upon price during the contract's term, and there is no provision for offering a higher rate for any of the 

services.  
 

Before submitting a quotation, service providers are expected to carefully assess the current market and 

propose a reasonable price for each item, in accordance with this note. 
 

GENERAL TERMS & CONDITION  

1. Quotation submission Date: The Quotations are to be submitted on or before June 06, 2023 by 5:00PM 

through email to: farhana.kabir@care.org and copy to Maria.Khatoon@care.org. 

2. Opening of Quotations: There will be no public opening of quotations.  

3. Rubbing & Over Writing: Rubbing, overwriting & correcting of price is not acceptable by CARE Bangladesh, 

and the quotation is to be submitted duly filled up, properly signed, and sealed on each page. 

4. Price Validity: Quotation should be valid a minimum of 02 (One) year from the date of offer submission. Validity 

should be mentioned in the quotation. The Currency will be Bangladeshi Taka (BDT).  

5. Agreement Validity: Vendors must be stated in their bids that they agree to work with CARE Bangladesh 

as a Service Provider Vendor and supply the quoted items at least for two years and will accept the extension 

thereafter upon mutual consent. Vendor must submit their bids for the mentioned service/items and clearly 

mention the validity date of the price quotes for a period of two years. 

6. Specification: Bidder has to mention clearly the country of origin, manufacturer name, and details specification 

of the products. 

7. Price: Unit Price should be inclusive of VAT and Tax. However, VAT & Tax will be deducted as per Govt. 

rule. VAT Coupon will be issued in case of USAID- funded procurement.  

8. Delivery Lead Time: Lead time for delivery should be mentioned clearly in the quotation for a single unit. 

9. Delivery Location: As per mentioned in the Terms of Reference.   

10. The other basis of selection would be to verify the submitting documents that are to be submitted with the 

applications: N/A for the enlisted bidder.  

a. Trade License (update till FY 2022-23)   

b. VAT registration certificate   

c. BIN certificate (13 digit)   

d. E-TIN Certificate 

e. TAX Return Submission  
f. Scanned copy of Bank Cheque    

g. NID of owner (Passport copy is applicable in case of issues with NID) 

h. Dealership Certificate (If Any)    
11. CARE Bangladesh reserves the right to accept or reject any or all tender/quotations without 

assigning any reason whatsoever. CARE Bangladesh may not select the lowest bidder, if the 

quality, specifications, etc. are not up to the mark and are not bound to provide any explanation 

about the selection process. 

12. CARE Bangladesh reserves the right to increase or decrease the quantity or any or all the item(s) at its own 

discretion. In such cases, quoted prices will be divided proportionately. Maximum time CARE will place orders 

to do the work in bulk quantity for the whole office and also place order piece basis for little quantity when as 

required. 

13. This invitation letter along with other terms & conditions and specifications should be treated as an integral 

part of this schedule of the contract. 

14. CARE Bangladesh will sign a “Service Agreement” with the selected vendor for a period of two years, 

which may be extended subject to satisfactory service provided during the contract period. During this period 

the vendor will provide the services as and when requested by CARE Bangladesh either through e-mail or 
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through a purchase order (PO) as applicable per CARE Bangladesh Procurement     policy. The Vendors should 

respond within 01 working day after placing the order. 

15. After signing the agreement with the selected Required Vendor, CARE will issue written / verbal Purchase 

Order (PO) and the vendor will ensure to provide the services/item, as per the terms and conditions of the 

agreement and in compliance with the PO. 

16. The ordered item will be received at the receiving area stated in the Purchase Order between 9.30 am and 

4.00 pm based in Dhaka on all working days with delivery challan from the vendors.  

17. The ordered items will have to be provided strictly as per specifications & time mentioned in the purchase 

order. In case of failure, CARE Bangladesh will follow the penalty clauses as per mention below.  

18. Penalty: If the Supplier fails to provide services any or all of the contract within the period (s) specified in the 

Contract / Purchase Order, the Purchaser shall, without prejudice to its other remedies under the Contract, 

deduct from the Contract Price / Purchase Order amount, as liquidity damages, a sum equivalent to the 

percentage stated below: 
 

 

Sl No. Total Delay % to be deducted on the Purchase Order value 
up to 2 Lacs 

01. First 10 days 1.0% 

02. From 11 to 20 days 2.5% 

03. From 21 to 30 days 3.5% 

04. Above 30 days 5.0% 

05. Above 30 days The termination clause below may also be applicable 

 

19. Defective items/service will be rejected upon quality check is performed and for such case no carriage 

inward/outward will be borne by CARE Bangladesh. Any/all rejected items/service must be replaced by the 

supplier within the time specified   by CARE. 

20. Even after receiving the products/service through the receiving department, if the same are found lacking in 

quality/quantity and differing the specification, as compared to items/ sample tendered for, the supplier must 

replace the same promptly, within the time designated by the CARE Bangladesh, Procurement Department, 

failing which action may be taken as per clause (a) of termination mention in the contract. 

21. If you have been asked to provide quotes for the items listed in the quotation invitation letter over the phone 

or in any other manner that defeats the purpose of fair competition, kindly inform in writing to Country 

Director, CARE Bangladesh. 

22. Code of Conduct: The Vendor and its employees shall maintain and comply with a written code of conduct 

that prohibits giving anything of value, directly or indirectly, to any person or entity, including government 

officials or CARE staff, in the form of a bribe or kickback; establishes appropriate limitations on transactions 

with relatives of Vendor employees or businesses or ventures related to Vendor or its employees; and 

otherwise properly governs the performance of its employees engaged in soliciting, awarding or administering 

contracts, and receiving gifts. The Vendor shall inform CARE in writing of any violations relating to its 

obligations hereunder. The Vendor certifies that it has not knowingly provided and will not knowingly provide, 

in violation of applicable laws, material support or resources to any individual or organization that advocates, 

plans, sponsors, engages in, or has engaged in an act of terrorism. The Vendor shall comply with industry best 

practices to avoid exploitation of child labor and shall not discriminate on the basis of race, ethnicity, religion, 

national origin, gender, age, sexual orientation, marital status, citizenship status, disability, or military status. 

During the term hereof and for three years afterward, except to perform the terms of this Agreement, the 

vendor shall not disclose information regarding CARE to any third party or make use of such information for 

its own purposes without CARE’s prior written consent. The Vendor shall not use the CARE name or 

trademarks in publicity or publicly disclose information relating to the Order without CARE's prior written 



consent. 

23. PAYMENT: 
 

a) The payment will be made through wire transfer within 30(thirty) days from the date of completion to delivery of 

all items mentioned under the purchase order. 

b) All invoices/bill(s) are to be sent to CARE Bangladesh, Accounts Section, RAOWA Complex, Level: 7-8, VIP Road, 

Mohakhali, Dhaka-1206, Bangladesh. Failure to do so may delay your payment. 

c) A copy of the Purchase Order along with the received signature challan the original must be submitted with 

all invoices/bills. Without these papers, Invoices/ Bill will be returned. 

24. Cancellation and Default: In addition to any other remedies available, CARE Bangladesh may cancel this 

Order, in whole or in part, at any time by written notice to the vendor, including without limitation in any of 

the following circumstances: (a) Vendor failure to deliver the Goods/Services as specified herein; (b) in CARE’s 

good faith judgment, Vendor failed to perform, or jeopardized performance of, this Order in compliance with 

its terms, and did not cure such failure within ten (10) days after notice from CARE; (c) Vendor becomes 

insolvent or makes an assignment for the benefit of its creditors, or has a bankruptcy, reorganization, 

readjustment of debt or insolvency proceedings instituted against it under the law of any jurisdiction. On 

receipt of such notice, the vendor shall discontinue all work, cancel any sub-orders, and terminate any 

subcontracts relating to this Order. Upon such termination, full and complete settlement of all Vendor’s 

claims shall be made as follows: a) Vendor shall be paid for Goods/Services conforming to this Order, and b) 

title shall vest in CARE for all such Goods/Services for which CARE has paid. 

25. Taxes & Duties: Supplier shall be entirely responsible for all Taxes (including Custom Duties, Value Added 

Tax (VAT) and Income Tax (IT), stamp duties, license fees, and other such levies imposed or incurred until 

delivery of the contracted Goods to the Purchaser. VAT and IT will be deducted at sources as per Govt. rules 

until and unless the appropriate challans/waiver memo is produced to the Purchaser. 

26. In accordance with Section 184A, Subsection (3) of the Bangladesh Government Gadget issued on 30 June 2022, 

CARE Bangladesh is requesting that each vendor submit ‘proof of submission of the return’ document with their 

tender/bidding document as a requirement. If the vendor fails to provide this document, the rate of withholding 

tax under sections 52, 52AA, and 53F will otherwise be increased by 50% at the time of payment. To accomplish 

this, the vendor can attach any of the subsequent: - (a) an acknowledgment receipt of return prescribed by the 

Board, or (b) a system-generated certificate containing the name and Taxpayer’s Identification Number (TIN) of 

the person and the year for which return has been submitted; or (c) a certificate issued by the Deputy 

Commissioner of Taxes containing name and TIN of the person and the year for which return has been 

submitted.   

“CARE Bangladesh (BD) does not require to receive any payment in cash or in kind for including a 

vendor to its Approved Vendor List, invite to submit quotations or for final selection as a supplier 

for goods and services. Likewise, it also strictly prohibits its employee to demand such payment from a vendor 

or involvement in any form of conflict of interest. In case of any attempted request for such kind of payment from 

any employee, as a vendor, you are kindly requested to send complaint to CARE BD Country Director (CD) at 

email account BGDProComplaint@care.org, or any of CARE BD’s senior leaders. Please label the emails as 

“confidential & privileged”. “Any proposals be submitted to the complaints email, they will be treated 

as spam and the sender will be blocked which will mean they will not be considered in the future for 

any submission”. Moreover, the Vendor hereby declares and confirms that it and its employees do not attempt 

to make such unlawful payment directly or indirectly to CARE employees or allow the involvement of CARE 

employees in any activity that leads to any form of conflict of interest. Such unlawful attempt and involvement shall 

be a ground for disqualification and blacklisting of the vendor and cancellation of any existing order.” 

 

For any further clarification, you may contact Farhana Kabir, Procurement Officer, Procurement Dept.  

Phone: +880-2-5505-8377-83 (only during office hours, 9 am-5 pm on Saturday to Thursday).  

email: farhana.kabir@care.org 
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