
 
 

Request for Proposal (RFP) 
Canadian Trade Office in Taipei (CTOT)  

 

1. TITLE 
 

Cleaning Services at the Canadian Trade Office in Taipei (CTOT) 

 

2. BACKGROUND 
 

1. The CTOT is located on 5th/6th floor, No.1, Songzhi Rd., Xinyi Dist., Taipei, Taiwan.  

2. The actual space that requires cleaning service is up to 1500 m2.  

3. The existing janitorial work force for this location is comprised of one (1) full time cleaner.  

4. CTOT’s working hours is from 8:00 am to 17:00 pm, Monday to Thursday; and 8:00 am to 12:45 

pm, Friday.  

 

3. OBJECTIVE 
 

The Canadian Trade Office in Taipei (CTOT) requires a Contractor to provide commercial cleaning 

services at the CTOT as detailed within this Statement of Work. 

 

4. SCOPE 
 

The Contractor will be responsible to provide commercial cleaning services including all labour, 
supervision, materials, consumables, transportation, tools and equipment within all office, 
representational and utility spaces at the CTOT as detailed herein and is exempt only from those 
items that are specifically noted. The cleaning of Official Residence (OR) and Staff Quarters (SQ) will 
be excluded from the scope of this contract. 

 

5.   STATEMENT OF WORK 
 



 
 

5.1 Daily Tasks: 
 

The following tasks must be performed daily: 

 

 Maintain and clean the reception area once in the morning before consular service starts, and 

once in the afternoon. 

 Disinfect and wipe water dispensers, handrails, and push bars.  

 Clean glass surfaces with Windex or equivalent solution. 

 Wipe the meeting room tables, glass doors, panels, and interview booths with proper detergent, 

mop or tablecloth at least twice a day. 

 Clean the restrooms at least twice a day, and fill the toilet paper, hand towel, and hand wash 

liquid soap whenever it is deemed necessary. 

 Clean the kitchen and pantries at least twice a day. 

 Wipe the surface of the cabinets located in the common area of the operational zone. 

 Collect and recycle waste from each workstation every Monday and Wednesday afternoon, and 

Friday morning.  

 Collect and recycle waste from the kitchens and bathrooms daily.  

 Carry out all the other tasks delegated and requested by the Head of the Mission. 

 The CTOT reserves the right to amend the scope of work in the future.  

 

5.2 Weekly Tasks: 
 

The following tasks must be carried out once a week in addition to those listed under daily cleaning 

works above.  

 Clean/wipe all kitchen cabinets. 

 Sweep, clean and polish office furniture, windows, surfaces and equipment. Electronic devices, 

such as computers, printers, fax machines, etc., must be cleaned by first spraying the solution 

onto microfiber electronics cloth and then gently polishing the device on the surface. Cloths 

used for electronic devices must not be used for cleaning or polishing any other surfaces to 

prevent damaging delicate equipment. 

 Vacuum the office area. 

 Clean and disinfect the inside of the fridges around 11:00 am, every Friday, and throw away 

food or beverages that are without name labels/tags, or those that have passed the expiry date.  

 Wipe all desks and workstation dividers at least once per week.Wipe all window ledges. 

 Wipe mission’s artwork and photo frames. 

 Clean/wipe air ventilation ducts at least once a week. 

 Clean/wipe any other location where dust gathers. 

 



 
 

5.3 Other Tasks: 
 

 Clean all 5th and 6th floor windows from the inside every 6 months. 

 Collect and recycle waste at MacKay kitchen after event. 
 

6. SCHEDULE OF OPERATIONS 
 

Following the award of the Contract, the Contractor shall immediately undertake to prepare a schedule 

of operations (i.e. a Work Plan). This schedule is to be prepared on a week-planner type basis and shall 

include all required work. The schedule is to be delivered to the CTOT within one week from contract 

award; for review and approval. 

 

7. INSPECTION 
 

The Contractor will supervise their staff and perform regular inspection of the work in accordance with 

this Statement of Work and subsequently with its specifications and standards.  The Project Authority 

may also complete routine and random inspections.  Significant deficiencies must be responded to 

immediately by the Contractor and remedied within a reasonable time period as approved by the 

Project Authority.  The Contractor must maintain a work log. 

 

8. UNIFORMS 
 

The Contractor must provide uniforms at its own expense, for its staff that clearly identify them as 

employees of the Contractor and distinguish them as cleaners.  The Contractor must ensure cleaning 

staff are appropriately dressed and that security pass is visible at all times. 

 

9. COMPORTMENT 
 

The Contractor must ensure that cleaning staff maintain a positive image.  The behaviour of staff and/or 

representatives of the Contractor are essential factors in presenting a positive image; either in terms of 

politeness or knowledge. 

 



 
 

10. HEALTH & SAFETY 
 

The Contractor shall institute a health and safety program which adheres to all health and safety 

regulations and measures including personnel and fire hazards recommended by National codes and/or 

prescribed by the authorities having jurisdiction concerning equipment, work habits and procedures. 

 

The Contractor shall ensure that all equipment used to perform the work is in a state of good repair 

including performing periodical testing of on-site equipment in accordance with any Health & Safety 

requirement, regulation, law or any other prescribed by relevant authorities.  The CTOT reserves the 

right to have equipment judged to be unsafe, not suitable or defective taken out of service. The 

Contractor shall be responsible for supplying suitable replacement equipment. 

 

The Contractor shall provide training to all personnel assigned to the performance of the Work under 

this contract including the proper handling, use and disposal of all cleaning products including sanitizers, 

disinfectants, etc. 

 

11. RESOURCE REQUIREMENTS 
 

With regard to required resources, the Contractor must provide resources that meet the following 

minimum requirements: 

 

11.1 Regularly Scheduled Cleaning Personnel 
 

 Has acquired two (2) years of experience within the last ten (10) years performing commercial 

cleaning services similar to the requirement detailed within the Statement of Work. 

 Experienced in the use of the commercial cleaning equipment provided by the Contractor. 

 Conversant in English and Mandarin. 

 

11.2 Periodical and Back-up Personnel 
 

Upon request of the CTOT, or in absence of designated full-time cleaner(s), the Contractor must provide 

resources on an “as and when requested” basis that meet the following: 

 

 Has acquired one (1) years of experience within the last ten (10) years performing commercial 

cleaning services similar to the requirement detailed within the Statement of Work. 



 
 

 Experienced in the use of the commercial cleaning equipment provided by the Contractor. 

 Conversant in English and Mandarin. 

 

12. PERSONNEL SECURITY SCREENING 
 

 The CTOT reserves the right to conduct periodic background checks on personnel employed or 

subcontracted by the contractor. 

 The CTOT reserves the right in its sole discretion, to decide that personnel employed or 

subcontracted by the Contractor are unsuitable. In such circumstances, the Contractor shall 

ensure that personnel are removed from property and replaced with personnel suitable to 

CTOT. 

13. INSURANCE 
 

Before award of a contract, the following conditions must be met.  Failure to provide proof when 

requested by the Contracting Authority will render the bid non-responsive. 

 

 The Contractor shall, at its own expense, provide and maintain general liability insurance, in its 

own name, during the full Term of the Contract.  

 The Contractor shall provide to the CTOT a full certified copy of the Comprehensive General 

Liability Policy.  Such certified copies must be delivered to, and approved by, the CTOT, before 

the Contractor shall be permitted to commence work. It shall be the sole responsibility of the 

Contractor to determine what additional insurance coverage, if any, are necessary or advisable, 

for its own protection and/or fulfil its obligations under this Contract.  Any such additional 

insurance shall be provided and maintained by the Contractor at its own expense. 

 

14. TENDERING PROCESS AND CONTRACT AWARD 
 

Contractors who are interested in participating in the tendering process shall: 

1. Submit company credentials together with: 

 Proof that the company is legally entitled to operate in Taiwan. 

 Proof that the company representative is able to communicate in English  as well as Mandarin 

(certification from a school, written declaration in English by the representative, for example) 

 Proof that the company has supplied cleaners to a diplomatic mission or a foreign trade office 

for any period in the last three years 



 
 

 CVs of the proposed cleaning staff (both full-time and back-up cleaners), showing the names of 

companies/organizations the resource worked for, length of the assignments, the name, title, 

telephone number and/or e-mail address for a client/customer reference who can confirm the 

information provided or a letter of reference; type of training completed such as Health and 

Safety, First Aid, emergency clean-up response etc. (including date of completion and validity 

period). 

 JCIC credit reports (both full-time and back-up cleaners). 

 Certificates of no criminal record (both full-time and back-up cleaners). 

 A written declaration confirming that the company has no objection in requiring any proposed 

cleaners to undergo a CTOT security screening. 

 

2. Submit a financial proposal in both Chinese and English. The proposal should include an 

estimate of the total number of hours required per week to complete the work listed in the 

statement of work, and a total monthly fee for the service. If the estimated time required is 

greater than the time available during the regular office hours (37.5 hours per week), The CTOT 

encourages Contractors to submit a total monthly fee for two (2) cleaners instead of one (1).  All 

prices shall exclude 5% VAT. NOTE: The contract shall be awarded to the company which 

complies with all requirements listed in (1) and quotes the lowest monthly fee in (2). 

15. TERMS OF CONTRACT 
Initial term: January 1ST, 2015 to December 31, 2016.  Upon the agreement of the Contractor and the 

CTOT, this contract may be extended under the same terms and conditions by an interval up to twelve 

(12) months to a total contractual term of thirty-six (36) months. 

16. MANDATORY SITE VISIT – 10:00 am, May 30th, 2014  
NOTE: The CTOT will not accept a Proposal from a Contractor who has not participated in the mandatory 

site visit.  

17. DEADLINE FOR CONTRACT PROPOSAL SUBMISSION 
Contractors shall submit their complete contract proposal in hardcopy by post or in person no later than 

17:00 p.m., June 30th, 2014 to:  

Ms. Angela Hsu 

Property and Materiel Manager 

6F, No. 1, Song Zhi Road, Taipei, Taiwan.  


