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CONTRACT DATA 
 
A contract between 
SENTECH, Sender Technology Park, Radiokop, Octave Road, Honeydew,  and 
[bookmark: _Hlk97635257]____________________________________________________________________________________ ____________________________________________________________________________________ 

APPOINTMENT OF A SUITABLY QUALIFIED AND EXPERIENCED SERVICE PROVIDER TO RENDER CLEANING SERVICES FOR A PERIOD OF THREE (3) YEARS AT THE SENTECH’S DURBAN REGIONAL OFFICE UNDER SOUTHERN REGION
. 
Bid Number: XX 
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PART C1: AGREEMENTS AND CONTRACT DATA –  
 
Form of Offer and Acceptance Offer  
Sentech, identified in the acceptance signature block, has solicited offers to enter into a contract for the APPOINTMENT OF A SUITABLY QUALIFIED AND EXPERIENCED SERVICE PROVIDER TO RENDER CLEANING SERVICES FOR A PERIOD OF THREE (3) YEARS AT THE SENTECH’S DURBAN REGIONAL OFFICE UNDER SOUTHERN REGION
The Bidder, identified in the offer signature block, has examined the documents listed in the Tender Data and addenda thereto as listed in the Bid schedules, and by submitting this offer has accepted the conditions of the Bid.   
By the representative of the Bidder, deemed to be duly authorized, signing this part of this form of offer and acceptance, the Bidder offers to perform all of the obligations and liabilities of the Bidder under the Contract including compliance with all its terms and conditions according to their true intent and meaning for an amount to be determined in accordance with the conditions of contract identified in the Contract Data.   
THE OFFERED TOTAL OF THE PRICES INCLUSIVE OF APPLICABLE 
TAXES; (in the Bids applicable currency).  
_______________________________________________________________________ (amount in words);   
________________________________________________________________________(amount in figures)  
NB: The Prices quoted above is the total Bid offer inclusive of all applicable costs, escalation and taxes for the Contract duration. The price must be carried over from the price breakdown / schedule of rates provided in the Bid document. In the event that there is a conflict between the amount in words and the amount in figures, the amount in words shall govern.
This offer may be accepted by Sentech by signing the acceptance part of this form of offer and acceptance and returning one copy of this document to the Bidder before the end of the period of validity stated in the Tender Data, whereupon the Bidder becomes the party named as the Bidder in the conditions of contract identified in the Contract Data.  
Bidder’s Signature(s) ___________________________  
Signed by the Bidder at ____________ on this the __________ day of _____________ 20__________  
Name(s)  _________________________________  ___________________________________________  
Capacity ___________________________________  __________________________________________  
Address (Domicillium)  
 	 	 	 	 	 	 	 	 	 	 	 	 	 
 
 
 	 	 	 	 	 	 	 	 	 	 	 	 	 

Acceptance  
By signing this part of this form of offer and acceptance, Sentech accepts the Bidder’s offer. In consideration thereof, Sentech shall pay the Bidder the amount due in accordance with the conditions of contract identified in the Contract Data. Acceptance of the Bidder’s offer by the signature by Sentech shall form an agreement between Sentech and the Bidder upon the terms and conditions contained in this agreement and in the contract that is the subject of this agreement. Notwithstanding that there may be an ancillary Service Level Agreement (“SLA”) concluded between Sentech and the Bidder after the conclusion of the Contract Data, the Contract Data is the primary contract document and is binding on the Bidder. In the event of any conflict between the Contract Data and such SLA, the terms and conditions in the Contract Data will take precedence over the terms and conditions in the SLA.  
The Bidder acknowledges that any acceptance by Sentech of the Bidder's offer is based on representations made by the Bidder to Sentech, which have induced Sentech into entering this agreement with the Bidder. The Bidder further acknowledges and warrants that it has advised Sentech of any and all material facts upon which Sentech has been relied on in entering into this Agreement and that there are no adverse facts and/or circumstances relevant which could or would have had any bearing on Sentech's decision to enter into this Agreement.

The terms of the contract, are contained in:  
Part C1 Agreements and contract data, (which includes this agreement)  
Part C2 Pricing data  
Part C3 Scope of work.  
and drawings and documents or parts thereof, which may be incorporated by reference into Parts C1 to C3 above.  
Deviations from and amendments to the documents listed in the Tender Data and any addenda thereto as listed in the Bid schedules as well as any changes to the terms of the offer agreed by the Bidder and the employer during this process of offer and acceptance, are contained in the schedule of deviations attached to and forming part of this agreement. No amendments to or deviations from the said documents are valid unless contained in this schedule of deviations.  
Failure to fulfil any of these obligations in accordance with those terms shall constitute a repudiation of this agreement.  

Sentech’s Signature(s) ________________________________   
Signed by Sentech at ____________ on this the __________ day of _____________ 20__________ 
Name(s) _________________________________    
Designation_______________________  ___________________________________________  
SENTECH SOC LIMITED,  
Sender Technology Park 
Octave Road, Radiokop 
Honeydew 
Johannesburg 
 
Date ___________________  
 
Upon acceptance by Sentech of the Bidder's offer, a contract will come into existence.  
 
SCHEDULE OF DEVIATIONS 
Notes:  
1 The extent of deviations from the Bid documents issued by the Sentech before the Bid closing date is limited to those permitted in terms of the conditions of Bid.  
2 A Bidder’s covering letter shall not be included in the final contract document. Should any matter in such letter, which constitutes a deviation as aforesaid, become the subject of agreements reached during the process of offer and acceptance, the outcome of such agreement shall be recorded here.  
3 Any other matter arises from the process of offer and acceptance either as a confirmation, clarification or change to the Bid documents and which it is agreed by the Parties becomes an obligation of the contract shall also be recorded here. 
4 Any change or addition to the Bid documents arising from the above agreements and recorded here shall also be incorporated into the Contract.  
 
 
1. 	Subject  	 	 	 	 	 	 	 	 	 	 	 
Details________________________________________________________________________ 
 
2. 	Subject  	 	 	 	 	 	 	 	 	 	 	 
Details_________________________________________________________________________ 
 
3. 	Subject  	 	 	 	 	 	 	 	 	 	 	 
Details__________________________________________________________________________ 
 
4. 	Subject  	 	 	 	 	 	 	 	 	 	 	 
Details__________________________________________________________________________ 
By the duly authorised representatives signing this schedule of deviations, Sentech and the Bidder agree to and accept the foregoing schedule of deviations as the only deviations from and amendments to the documents listed in the Tender Data and addenda thereto as listed in the Bid schedules, as well as any confirmation, clarification or changes to the terms of the offer agreed by the Bidder and Sentech during this process of offer and acceptance.  
It is expressly agreed that no other matter whether in writing, oral communication or implied during the period between the issue of the Bid documents and the receipt by the Bidder of a completed signed copy of this Agreement shall have any meaning or effect in the contract between the parties arising from this agreement.  
 





Contract Data  
Part one - Data provided by Sentech given in all contracts  

1. The Purchaser is  
SENTECH SOC LIMITED,  
Sender Technology Park 
Octave Road 
Radiokop 
Honeydew 
Johannesburg 
 
2. General  
The National Treasury General Conditions of Contract for goods and services (NT GCC, 2010) or General Conditions of Contract for Works (2015) as issued by National Treasury and the Construction Industry Development Board of the Republic of South Africa apply, respectively.  
The goods are specified in the Scope of Work.  The Special Conditions of Contract (SCC) are stipulated in the Tender Data.  
 
3. Goods information:  
The Goods Information is in the document called “Scope of Work” and in the documents and drawings referred to by it.  
 
4. Terms of Delivery  
The Terms of Delivery are contained in the General Conditions of Contract (GCC) and Special Conditions of Contract.  
 
5. Language  
The language of this contract is English.  
 
6. Governing Laws and Jurisdiction  
The Contract shall be governed by and interpreted according to the laws of the Republic of South Africa.  
In the event of a conflict between or inconsistency in the laws applicable in the various provinces of the Republic of South Africa, the law as applied and interpreted in the Gauteng Province shall prevail.  
The parties irrevocably submit to the exclusive jurisdiction of the South Gauteng High Court, Johannesburg in respect of any action or proceeding arising from this Bid.  
 
This Bid and all contracts emanating there from will be subject to the General Conditions of Contract issued in accordance with Treasury Regulation 16A published in terms of the Public Finance Management Act, 1999 (Act 1 of 1999). The Special Conditions of Contract are supplementary to that of the General Conditions of Contract. Where, however, the SCC are in conflict with the GCC, the SCC shall prevail. 
 
7. Sub-contracting post award  
A Bidder awarded a Bid may only enter into a subcontracting arrangement with the approval of Sentech. The successful bidder may not subcontract more than 25% of the value of the contract to any other enterprise that does not have an equal or higher B-BBEE status level of contributor than the Bidder concerned, unless the contract is subcontracted to an EME that has the capability and ability to execute the subcontract. 
 
8. Transformation Plan 
A transformation plan is a record of activities an entity intends to undertake to improve its BBBEE Level through Ownership, Management and Control; Skills Development; Enterprise and Supplier Development and Socio-Economic Development. 
 
Sentech reserves the right to request a BBBEE transformation plan with clearly defined timelines and milestones if the recommended bidder does not meet Sentech’s transformation goals. These milestones must be achieved over the term of the contract. This transformation plan shall be submitted within 10 working days from the written request, failing which Sentech reserves the right to withdraw its appointment of the preferred recommended Bidder.   
 
9. Warranty  
The warranty period is 12 months after Delivery.  
 
10. Payment  
The method and conditions of payment are contained in the Tender Data, GCC and SCC.  
The interest on late payment is 0 % per complete week of delay.  
 
11. Rate of Exchange, Currency Fluctuations and Currency   

All bid prices quoted shall be in South African Rands (ZAR). If prices are in a foreign currency, the rate of exchange quoted shall remain fixed throughout the term of the agreement. Bidders will bear the risk of and all cost/s associated with currency fluctuations, therefore Bidders shall be required to manage such risk in their bid price.

12. General - Prices 

All prices shall be quoted in ZAR.

Unless written approval has been obtained from Sentech, no adjustment in contract prices will be made. 
Applications for price adjustment must be accompanied by documentary evidence in support of any adjustment. 
 
 [image: ]13. Price Negotiations 
Sentech reserves the right to negotiate market related prices and discounts. If market-related prices are not agreed to, Sentech reserves the right to terminate the negotiations and invite the next ranked Bidder for negotiations or cancel the Bid. 

14. Liabilities indemnities and insurance  
Insurance is required from the Bidder in respect of delivery and transportation where applicable.  
 
15. Disputes  
Should any dispute, disagreement or claim arise between the parties ("the dispute") concerning this Agreement, the parties shall try to resolve the dispute by negotiation. This entails one party inviting the other party to meet and attempt to resolve the dispute within fourteen (14) days from the date of the written invitation.  
If the dispute has not been resolved by such negotiation as referred to in this clause above, the Parties shall submit the dispute to the Arbitration Foundation of Southern Africa ("AFSA") for administered mediation, upon the terms set out by the AFSA secretariat.  
Failing such resolution, the dispute shall be resolved by arbitration in accordance with the rules and procedures of AFSA by an arbitrator appointed by AFSA.  Where the arbitration route is followed, the dispute must be adjudicated within Johannesburg in the English language and finally resolved in accordance with the rules of AFSA, by an arbitrator or arbitrators appointed by that Foundation.  
The provisions of this clause shall not preclude any party from obtaining relief from a Court of competent jurisdiction. To this extent, the Parties hereby consent to the jurisdiction of the South Gauteng High Court, Johannesburg, South Africa. The provisions of this clause shall continue to be binding on the Parties, notwithstanding any termination or cancellation of this Agreement.  
  
16. Termination  
Sentech shall have the right, at its sole and exclusive discretion, upon written notice to the Bidder, to terminate this Agreement, in whole or in part should the Bidder fail to perform any of its obligations or deliver any deliverable timeously or should Sentech not be satisfied with the quality of any service/s in terms of this Agreement, to the satisfaction of Sentech.  
Sentech shall furthermore have the right, as a result of such termination, to appoint a third party to perform the obligations of the Bidder in terms of the Agreement and the Bidder indemnifies Sentech against all costs incurred by Sentech in appointing such third party to fulfil the obligations of the Bidder. 
Sentech shall have the right, at its sole and exclusive discretion, to terminate this Agreement, at any time, upon 30 (thirty) days’ written notice to the Bidder. 
 
17. Contract Term 
This Agreement will run for a period of 36  months.
This Agreement may be extended by agreement between Sentech and the successful Bidder prior to the expiration of the Agreement should this be required.
 
18. Supplier Due Diligence  
 Sentech reserves the right to conduct supplier due diligence at any time pre, during and post the contract period.  This may include announced or unannounced site visits.   
 
19. Cession 
Sentech shall be entitled to cede, delegate, assign, charge, transfer or otherwise dispose of this Agreement or any rights or obligations therein in whole or in part, upon prior written notice to the Bidder. 
 
20. Monitoring and Evaluation 
The service delivery and performance of the Bidder will be monitored and evaluated by Sentech at all relevant times. In the event that the Bidder defaults in any manner or form, Sentech reserves the right to blacklist the Bidder on the National Treasury Database of Prohibited Suppliers and Tender Defaulters, and to take such further steps as may be warranted in the circumstances which steps shall be determined at Sentech’s sole and exclusive discretion. 
 
21. Protection of Personal Information Act No. 4 of 2013 (“POPI”) 
Sentech is POPI compliant and the Bidder will ensure that it conducts itself within the prescripts of the prescribed legislation. 
Should Sentech need to collect Personal Information by law or in consideration of the Tender, and the Bidder fail to provide the Personal Information when requested, Sentech may refuse to accept the relevant services from the Bidder, and the Bidder will be notified in this event. 
By agreeing to the terms of this Agreement, the Bidder voluntarily authorizes Sentech to process its’ personal information (including its’ name, credit card & banking details, physical address, telephone numbers, reference letters & any other information it has provided to Sentech) for purposes of Tendering and contracting.  
The Bidder consents to the transfer of such personal information to third parties. 
This consent is effective immediately and will endure until the relationship between the Bidder and Sentech has been terminated.  
The Bidder indemnifies and holds Sentech harmless against any loss, whether direct or indirect, arising out of the failure to process any of its’ personal data in accordance with applicable laws. 
 
22. Delay damages  
As stipulated in the Special Conditions of Contract. 
  




Sentech's Representative is
Name: Mr. Zunaid Adams
Address: SENTECH SOC LIMITED
Sender Technology Park  
Octave Road 
Radiokop
Honeydew 
2040
Johannesburg

Tel No. 011 471 4400

Sentech's Representative is the Executive: Legal and Regulatory. 
Contract Data  
Part two - Data provided by the Bidder  
Statements given in all contracts  
The Bidder is:  
Name   	 	 	 	 	 	 	 	 	 	 	 	 Address  	 	 	 	 	 	 	 	 	 	 	 	 
a company / close corporation / partnership duly incorporated in accordance with the laws of the Republic of South Africa.  
 
 
















PART C2: PRICING DATA 

Price List
BILL OF QUANTITIES (BOQ): CLEANING SERVICES – DURBAN REGIONAL OFFICES
SECTION 1: GENERAL CLEANING SERVICES (Including Equipment, Chemicals & Consumables)
	Item No.
	Description
	Unit
	Quantity
	Frequency
	Rate (ZAR)
	Total (ZAR)

	1.1
	Provision of General Cleaning Services – includes daily & weekly cleaning of all internal areas: offices, bathrooms, kitchens, boardrooms, etc.
	No.
	36
	Monthly
	
	

	1.2
	Supply of All Cleaning Equipment, Chemicals, and Hygiene Consumables – includes tools, soaps, paper, bin liners, etc.
	No
	36
	Monthly
	
	

	1.3
	Safety File: This covers PPE and Safety File over the three-year period
	Sum
	1
	-
	
	

	1
	Totals
	R


SECTION 2: ROVING TEAM – DEEP CLEANING & WINDOWS
	Item No.
	Description
	Unit
	Quantity
	Frequency
	Rate (ZAR)
	Total (ZAR)

	2.1
	Quarterly Deep Cleaning – carpets, floors, and bathrooms using industrial equipment
	No
	12
	Quarterly
	
	

	2.2
	Window and High-Level Cleaning – monthly window cleaning and high-access quarterly cleaning
	No
	36
	Monthly 
	
	

	2
	Totals
	R


SECTION 3: PEST CONTROL SERVICES
	Item No.
	Description
	Unit
	Quantity
	Frequency
	Rate (ZAR)
	Total (ZAR)

	3.1
	General Pest Control – ants, roaches, rats/mice, etc.
	No
	12
	Quarterly 
	
	

	3.2
	Fly/Insect Control Units – servicing & refills
	No
	36
	Monthly
	
	

	3
	Totals
	R








BOQ SUMMARY
	ITEM
	DESCRIPTION
	
	AMOUNT

	SECTION 1
	SECTION 1: GENERAL CLEANING SERVICES 
	 R

	SECTION 2
	ROVING TEAM – DEEP CLEANING & WINDOWS

	 R

	SECTION 3
	PEST CONTROL SERVICES
	R

	NETT TOTAL OF THE RFQ
	 

	SUBTOTAL
	 

	ADD 15% VALUE ADDED TAX
	 

	AMOUNT CARRIED TO FORM OF OFFER AND ACCEPTANCE: (Please include escalations on your pricing)
	



Please break down your total to show escalations from year one (1) to year three (3)
	YEARS
	%
	TOTAL

	YEAR 1- 2025- 2026
	
	R

	YEAR 2 -2026 -2027
	
	R

	YEAR 3 – 2027 -2028
	
	R

	TOTAL
	
	R





















PART C3: SCOPE OF WORK 
SENTECH’S GOODS INFORMATION 

1. TECHNICAL REQUIREMENTS  
1.1. Glossary of Terms 
	Abbreviations 
	Descriptions 

	 
	 

	 
	 




2. SCOPE OF WORK
Scope of works for cleaning services at the DURBAN Regional Offices
    
 The successful bidder will provide cleaning services in relation to the following sub-categories: 
1. General cleaning 
2. High access cleaning 
3. Hygiene equipment supply, consumables and services 
4. Supply of all cleaning consumables and materials; and 
5. Supply and maintenance of all cleaning machinery and equipment 

In general, the scope of work should cover, inter alia; all internal and external, general and routine cleaning of common areas. Including; floors, tiles, partition walls, internal walls, furniture, window cleaning, deep cleaning of sanitary conveniences and washing facilities, kitchens, boardrooms, staff areas and restrooms,  as well as cleaning of high level IT and communication equipment (telephones, keyboards, screens, PA devices) and other periodic cleaning as required, carpet cleaning, litter picking, and removal of chewing gum and oil when required.

1. General Information
Working Hours: Monday to Friday, 07h30–16h00
Premises: 16 offices, 3 large open-plan offices, 3 kitchens, 6 bathrooms, passages, reception, 2 storerooms, 1 boardroom and 1 Lapa and 2 workshop rooms.

2. Daily & Weekly Cleaning Tasks
· Daily Tasks:
· Floors: Sweep or mop all resilient floors
· Tiles: Sweep and mop daily
· Carpets: Vacuum daily
· Dusting all furniture and equipment daily
· Telephones: Clean and disinfect daily
· Glass Doors & Entrances: Spot clean glass and sweep steps daily
· Waste Management: Daily
· Empty ashtrays (in the smoking demarcated areas) and waste bins twice a day (morning and afternoon)
· Remove all waste to designated areas.

· Toilets & Bathrooms: Daily
· Clean bowls, urinals, showers, basins, mirrors, floors, partitions
· Replenish consumables (toilet paper, soap, paper towels) twice daily (07:45 and 13:30)
· Sanitary waste (SHE bins) removed bi-weekly.
· Weekly Tasks:
Dusting:
· All low/vertical surfaces and window ledges up to 2.5m
· Walls, Paintwork: Spot clean doors, switches, and surfaces
· Metal Fixtures: Polish bright metal fittings
Entrance Steps: Washed weekly
Kitchens: Fridges cleaned every 2 weeks

· Quarterly Tasks:
· Deep Cleaning of Carpets and floors by a roving team
· Deep Cleaning of Bathrooms by a roving team
· Windows: Cleaned monthly by a roving team

3. Special Requests
· Meeting Room Setup: On request
· Cleaner Rotation: Every six months

4. Equipment & Consumables (To Be Supplied by Service Provider)
Cleaning Equipment:
· General vacuum cleaner and cleaning trolley
· On request: Industrial vacuum cleaner
Additional Equipment (Replenished Quarterly):
· 2 mops (for industrial use)- For kitchen use and common areas and other for bathroom use.
· soft broom- Industrial use
· 6 x Toilet brushes with holders
· 2 x feather duster

Cleaning Materials
Refuse bags (Clear) – Bin liners per month (6 pack (20) of 10L for offices)
Refuse bags (Clear) - Bin liners per month (1 pack (20) of 35L)
2 x Large Refuse bags black (pack of 20) per month






5. Hygiene Services 
· 6x Soap dispensers with 6 sachet refills/month
· 3 bales (48 rolls each) of 2-ply toilet paper per month
· 6 Roll Dispensers with 8 bales of hand paper towels (1-ply, 150m/roll)
· 3x Kitchen Folded Paper towel dispensers with 3 bales of refills every month
· 6x Seat wipe dispensers with 6 refills/month (Ocean Scented Seat Wipe Refills-100)
· 1x Floor Neutral Plus Cleaner 10%
· 3x SHE bins/Spark Silver Femme Sanitary bin Platinum with biweekly service
· 4 x Wall-mounted wastepaper bins
· 1x All-purpose hard surface cleaner 5L (Food Approved)
· 1x Ocean Scented Pearly White Hand Soap 5L per month
· 5x Digital 75ml Air Freshener Dispenser- Refills every month
· 1 x Floor shine 24% - 5 litres- monthly
· 5L per month of Detergent that is a concentrated thickened cleaner and deodoriser that is environmentally friendly and is biodegradable.
· 5L per month of Bleach – (Whitening, stain removal, sanitizing, cleaning surfaces, walls, floors, showers, fridges, dustbins, toilet bowls by hand, spray bottle or using wet mopping equipment. Suitable for use in the food processing industry.)
· 2L per month of Shine Chemical for Glass and Windows- (Highly effective all-purpose interior or exterior, window and glass cleaner. For easy removal of greasy soiling, finger marks, nicotine residues, etc. Dries without leaving streaks. For the cleaning of all washable surfaces and objects made of plastic, glass, ceramic, stainless steel, etc. Suitable for cleaning personal computers, monitor screens.)

6. Pest Control Scope of Work 

General Pest Control – Ants, Cockroaches, Rodents (Rats/Mice), etc. 
· Service to be conducted quarterly, totalling 4 treatments annually and 12 treatments over the three-year period. 
· Target pests include ants, cockroaches, rats, mice, and other common crawling insects. 
· Application of safe and approved chemical treatments both internally and externally around the premises. 
· Bait stations and rodent traps will be placed and monitored in strategic locations. 
· Spot treatment in high-risk areas such as kitchens, basements, storage rooms, and waste areas. 
· All pesticides used will comply with SABS/SANS standards and be applied by certified technicians. 
· Regular monitoring, inspection, and logging of pest activity and treatment reports. 
· Provision for emergency callouts in case of infestations between scheduled visits. 

Fly/Insect Control Units – Monthly Servicing and Refills 
1. Units include aerosol dispensers, UV light traps, or electric insect killers. 
2. Monthly servicing includes: 
3. Cleaning and checking of units. 
4. Refilling aerosols, replacing glue boards, and changing UV bulbs as needed. 
5. Adjusting positioning of units for maximum efficiency. 
6. Full documentation of each service visit, with records of consumables used and unit performance. 
7. 

7. Deliverables & Standards
· Provide fully trained, uniformed staff with PPE
· Daily staff activity rosters and attendance registers
· Always maintain cleanliness of all areas
Ensure compliance with:
· Occupational Health & Safety Act
· NEMWA Act 59 of 2008
· All chemicals must be SABS and/or SANS approved and must not be harmful to the environment
Summary:
🧹 Table: Cleaning Equipment and Chemical Requirements 
	Category
	Item
	Description/Use
	Quantity/Frequency

	Cleaning Equipment
	General vacuum cleaner
	For daily carpet cleaning
	1 unit

	
	Cleaning trolley
	Daily cleaning transport
	1 unit

	
	Industrial vacuum cleaner
	For deep cleaning (on request)
	1 unit (on request)

	
	Industrial mops
	1 for kitchen/common areas, 1 for bathrooms
	2 units per quarter

	
	Soft broom (industrial use)
	General sweeping
	1 unit per quarter

	
	Toilet brushes with holders
	For bathroom cleaning
	6 units per quarter

	
	Feather dusters
	For vertical/hard-to-reach areas
	2 units per quarter




🧼 Cleaning Materials
	Category
	Item
	Description/Use
	Quantity/Frequency

	Refuse Bags
	10L Bin Liners (Clear)
	For desk/office bins
	6 packs of 20/month

	
	35L Refuse Bags (Clear)
	For kitchen/general use
	1 pack of 20/month

	
	Large Refuse Bags (Black)
	General waste disposal
	2 packs of 20/month









🧴 Cleaning Chemicals
	Category
	Item
	Description/Use
	Quantity/Frequency

	Surface & Floor Cleaners
	Floor Neutral Plus Cleaner 10%
	Neutral pH floor cleaner
	5L/month

	
	Floor Shine 24%
	Floor polish for epoxy/tiles
	5L/month

	
	Detergent with deodoriser (Pine Disinfectant)
	Thickened deodorising cleaner
	5L/month

	
	Bleach
	Bleach: disinfecting & stain removal
	5L/month

	
	All-purpose surface cleaner
	Food-safe cleaner
	5L/month

	Glass/Window Cleaners
	Glass and Window Shine Cleaner
	For windows, plastic, stainless steel, etc.
	2L/month



🧻 Hygiene Consumables
	Category
	Item
	Description/Use
	Quantity/Frequency

	Toilet Paper
	2-Ply Toilet Paper
	For all bathrooms
	3 bales (48 rolls each)/month

	Soap
	Ocean Scented Pearly White Hand Soap
	Handwashing
	5L/month

	Soap Dispensers
	Wall-mounted
	Includes refillable sachets
	6 units + 6 sachets/month

	Seat Wipes
	Ocean Scented Seat Wipe Dispensers
	Toilet hygiene
	6 dispensers + 6 refills/month

	Air Fresheners
	Digital Refills
	For odour control
	5 dispensers + 5 refills/month

	Paper Towels (Hands)
	1-Ply Rolls (150m)
	For roll dispensers
	8 bales/month (6 dispensers)

	Paper Towels (Kitchen)
	Folded paper towel bales
	Kitchen use
	3 bales/month (3 dispensers)

	Wastepaper Bins
	Wall-mounted
	For bathroom or general waste
	4 units

	Sanitary Bins
	SHE Bins with service
	For sanitary disposal
	3 units with bi-weekly servicing









🐜 Pest Control Requirements
	Category
	Item
	Description/Use
	Quantity/Frequency

	General Pest Control
	SABS/SANS Approved Pesticides
	For ants, cockroaches, rodents
	Quarterly (4x/year)

	
	Bait stations & traps
	For kitchens, basements, etc.
	Inspected quarterly

	
	Emergency callout provision
	In case of infestations
	As needed

	Fly/Insect Control Units
	UV light traps, aerosol dispensers
	Fly/insect management
	Monthly service

	Servicing
	Aerosol refills, glue boards, UV bulbs
	Replaced monthly
	Monthly



🧼 Daily, Weekly & Quarterly Task Summary
	Frequency
	Tasks

	Daily
	Sweep/mop floors, vacuum carpets, dust all furniture, clean telephones, spot clean glass, empty bins (2x daily), disinfect toilets/bathrooms, replenish toilet paper/soap/paper towels (2x daily)

	Weekly
	Dust vertical surfaces, clean switches/doors, polish metal, wash entrance steps

	Biweekly
	Clean fridges

	Monthly
	Clean windows by roving team

	Quarterly
	Deep clean carpets, floors, and bathrooms (roving team)



11 November 2021 
 
11 November 2021 
 
30 June 2025
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