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Enclosure No. 1


STATEMENT OF WORK


The bid should meet the following conditions:
· Term of contract - 24 months (from 1st of January 2023 till 31st of December 2024);
· Service commencement date - 1st of January 2023.

Statement of Work regarding:
· formal Bidding (IFFB) for cleaning services for NATO Military Centre 
Of Excellence (NATO MP COE).

1. Conditions for participation in the bidding process:
1) The contracting authority requires the contractor to provide a minimum 
of 2 cleaning service providers who will have, throughout the contract period:
a) a NATO Personnel Security Clereance Certificate in English confirming that they are authorised to have access to NATO SECRET classified information inclusive,) 
b) a certificate of training in the protection of classified information issued by either the ABW or the SKW;
d) a valid medical examination authorising work at a height of up to 3 m;
e) valid certificate of completion of initial and periodic training in occupational health and safety.
2) The contracting authority requires that the contractor has the experience 
to perform the contract. The contractor must demonstrate that has duly performed at least 2 cleaning services in the last 3 years before the deadline for submission of tenders. The contractor is required to provide 
a reference of the services provided - Enclosure No. 5.	
The contractor must provide written evidence of compliance with all the above-mentioned technical requirements by attaching relevant documents to the tender.

2. Pre-contractual conditions:
1) The Contractor confirms and undertakes to hold at all times during the term 
of this contract, a valid, paid-up insurance policy 
for damages which may occur in connection with specific fortuitous events and from civil liability in the scope of business activity with a value of not less than PLN 100,000.00. The submission of the aforementioned policy is a condition for the conclusion of this agreement. 
2) The condition of having an insurance policy applies to a subcontractor performing a part of the order, unless the contractor's insurance policy covers damage which may occur in connection with the 
in connection with the subcontractor's performance of the service.

3. Technical requirements:
The persons performing the cleaning services must possess the following valid Personal Security Clearance: 

a) within the scope of part 1, it is obligatory to possess a certificate of industrial security, at least level III, which confirms that the service provider is in capability to ensure protection of the classified information at least qualified as “NATO CONFIDENTIAL”, and to be in capacity to maintain services by persons having 
a valid national security clearance, and respective certificate in English (NATO PSC) classified at least as “NATO CONFIDENTIAL”. Furthermore, it is necessary to hold a certificate in training in classified information pursuant to the Act dated 
5 of August 2010 on protection of classified information (i.e. Journal of Laws, 2019, item 742 as amended).  
4. Security Requirements. 
a) Personal Security Clearance. The Bidder is responsible for obtaining all needed security clearances for its personnel performing the services under this SOW. 
No waiver to this requirement shall be granted. There is no possibility to assign any personnel without having the needed clearance in place. If the Bidder/Contractor cannot assign personnel with the required security clearance, the Bidder/Contractor shall be liable for bid non-compliance or immediate contract termination. 

b) Certificate in Industrial Security. In case the services are performed by one-man contractor performing personally services, the ability to provide security of the classified information is confirmed by the national security clearance and respective certificate in English (NATO PSC) authorising an access to the classified information as described in 1. a) and 1. b). Furthermore, it is necessary to hold a certificate in training in classified information issued by National the Security Agency, or Military Counterintelligence Service.

5. The scope of cleaning service
a) Area in square meters: 
     Ground floor: 
      - passages;
      - office spaces;
      - technical spaces;
      - social rooms;
      - sanitary rooms;
      - conference rooms;
      - lecture rooms.
      Total: 945,98 m²
b) Area in square meters: 
 First floor: 
     - passages;
     - office spaces;
     - technical spaces;
     - social rooms;
     - sanitary rooms;
     - conference rooms;
     - lecture rooms.
     Total: 794,61 m²
c) The approximate time of performing the subject of the contract is not less than 
6 hours per day per floor, depending on the events organized in the building; 
d) In case of ongoing trainings or conferences, a need to carry out the tasks during afternoon and evening hours may arise, without additional compensation.


6. Cleaning of offices, technical areas, restrooms and passageways:
a) mopping or vacuuming of floors, depending on the type of surface, in the    passageways - at least once a day, 
b) mopping or vacuuming of floors, depending on the type of surface, in offices and changing rooms - at least once a week;
c)  mopping of floors in technical rooms - if necessary, not less frequently than  once a month; 
d) emptying trash bins, replacing trash bags and taking the trash out, emptying   shredders - every day;   
e) dusting off office furniture and office equipment, including telephones - if necessary, at least once a week;
f) vacuuming upholstered furniture - if necessary, at least once every 
6 months;
g) cleaning of window sills (internal) - if necessary, at least once a week,
h) dusting off windowpanes on stairwells inside the building - if necessary, not less frequently than once every 2 months; 
i) periodical cleaning of decorations, artificial flowers and whiteboards 
in rooms, in passageways - if necessary, not less frequently than twice 
a month; 
j) removal of cobwebs - if necessary, at least once a week;  
k) maintaining cleanliness of stair railings, handrails on staircases - every day, 
l) cleaning of gravitational ventilation grates - if necessary, at least once 
a year; 
m) cleaning up after force majeure events, e.g. failure of central heating, plumbing etc. - if necessary. 

7. Cleaning of social and sanitary rooms: 
a) cleaning and disinfection of all sanitary facilities (toilet bowls, urinals, bidets, toilets, sinks, faucets, showers) - every day, 
b) replenishment of liquid soap, disposable towels and toilet paper to currently owned containers and dispensers - if necessary, 
c) replenishment of washing liquid in social rooms - if necessary, 
d) cleaning sinks, cabinets, cupboards, tables, chairs in social rooms - every day, 	
e) emptying trash bins and replacing trash bags - every day, cleaning of bins - if necessary, 
f) maintaining cleanliness of other not listed elements of social rooms, bathrooms and toilers - every day, 
g) cobwebs removal - if necessary, at least once a week, 
h) cleaning of gravitational ventilation grates - if necessary, at least once a year, 
i) cleaning the tiles - once every 6 months. 

8. Cleaning of conference and lecture rooms:
a) mopping or vacuuming the floors, depending on the type of the surface - once a week or more often,  if necessary, 
b) cleaning of furniture - once a week or more often, if necessary, 
c) cleaning internal window sills, doors - at least once a month, 
d) emptying shredders and trash bins, taking out the trash, replacing trash bags - if necessary, at least once a week, 
e) cobwebs removal - if necessary, at least once a week.

9. Other services:
a) maintenance of cleanliness of doors - double-sided cleaning of  doors with windows - every day, double-sided cleaning of other doors - at least once 
a month;
b) dusting and cleaning of radiators - at least twice a year; 
c) dusting of lamps -  once a year;
d) keeping windows and glazing clean in the building. Applies to: 
· windows from the inside and outside on the ground floor of the building;
· windows inside the building on the first floor. Service minimum 3 times 
a year;
e) stain removal from carpets, floors, furniture - if necessary.

10.  Other services:
1. The cleaning service personnel are required to work on weekdays from Monday to Friday between 6:00 a.m. and 4:00 p.m. 
2. In order to ensure continuity of service, the Contracting Authority requires the Contractor to provide a minimum of 2 cleaning service personnel to perform work during the following hours: 
a) one person from 6:00 a.m. to 2:00 p.m; 
b) a second person from 8:00 a.m. to 4:00 p.m.
3. In addition, during the training courses, courses and other events organised by the NATO Military Police Expert Centre, it is required to secure a cleaning service during the afternoon hours according to the according to the schedule of the organised event presented by CEPW NATO.


The NATO MP COE Point of Contact regarding the bidding process: 
Maj Jarosław WALICKI, 
tel. 571-271-521, 608 875 401 
e-mail: jaroslaw.walicki@mp.coe.nato.int 
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