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REQUEST FOR PRE-QUALIFICATION OF VENDORS FOR

MAILROOM SERVICES, ON AN AS NEEDED BASIS.



	Subject
	Bid Invitation

	Author(s)
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	Authorized by
	Lakshmi Ramanathan

	Version No.
	1.0

	Date
	01/18/10


Company Snapshot:

Datamatics is a trusted partner to several Fortune 500 Companies globally for managing their End-to-end Application Life Cycle & Business Critical Processes. Datamatics is a global IT and business process outsourcing organization focused on delivering smart next-generation business solutions that help enterprises overcome their business challenges.

PURPOSE AND INTENT:

The sole purpose and intent of this solicitation is to establish a list of pre-qualified contractor(s) to provide Mailroom services from different parts of the world to DGSL.
SCOPE OF WORK:

Work shall include, Pick up of questionnaires, survey forms from the respective location, Sorting of questionnaires, Scanning, Data entering, Archiving and Destroy. 

DGSL’S RESPONSIBILITIES:

· The DGSL shall review the quotes submitted by the contractors. No work shall start until written notification from the designated DGSL representative has been issued to the successful bidder by issue of a Purchase Order.

· The DGSL shall reserve the right to require the removal of any of the successful bidder’s employees from the project, if in the DGSL’s judgment, such removal is necessary to protect the DGSL’s interest.

· The DGSL shall inspect the project upon completion of work, unless prior arrangements are made, with the successful bidder, to ensure that the work is acceptable.
SUCCESSFUL BIDDERS(S) RESPONSIBILITIES:
· Successful bidder shall furnish at their expense all supervision, labor, equipment, material, tools, machinery, transportation and other facilities and services necessary to fully complete the service requested.
· Successful bidder needs to provide the proof or contact references for (Required scope of work) carried by them in the past.
· Successful bidder‘s quote shall list the materials that are going to be used, estimate of hours and men for the project, and necessary equipment to perform the project.

· Successful bidder shall coordinate all activities with the DGSL Representative.

· Successful bidder shall properly maintain the premises. Working area shall be kept free of waste, debris, and rubbish caused as a result of the service being performed.

· Successful bidder shall confine its personnel, equipment and materials to the areas designated by the DGSL Representative.

· The relocation of these Questionnaires & Surveys shall be monitored by a supervisor of the successful bidder, who shall be familiar with moving such Questionnaires & Surveys and shall be moved separately directly from one location to another.
· Successful bidder shall submit a move plan, for approval by the DGSL Representative, that shows each floor divided into sections. 

· Successful bidder shall provide an English speaking supervisor at both the departure and arrival sites during the move.

· Successful bidder shall have an employee attending the trailer at all times during the loading/unloading process.

· Successful bidder shall be responsible for properly arranging/placing and assembling all Questionnaires & Surveys delivered to the new building.

· Arranging and assembly process shall be done within twenty-four (24) hours of the delivery of the Questionnaires & Surveys into the building.

 PAYMENT:
Payment shall be made based on the price provided on the quote that was submitted to the designated DGSL representative prior to the start of the project.
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