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SCOPE OF WORK FOR OFFICE MAINTENANCE

I. BACKGROUND

This scope of work for maintenance is set up by Facility team, Administration Department, Nghi Son Refinery and Petrochemical Limited Liability Company (NSRP), within the context of the overall management of the factory. The office maintenance work should optimize potential use value of facilities and minimize their whole-life-costs. To achieve this goal, the office maintenance work scope should be made clear and described herein.
To make the full understanding, some below definitions should be noted:
NSRP is a joint venture company established by Vietnam Oil and Gas Group (“PVN”), Kuwait Petroleum Europe B.V. (“KPE”), Idemitsu Kosan Co., Ltd. (“IKC”) and Mitsui Chemicals, Inc. (“MCI”) to develop the Nghi Son Refinery and Petrochemical Complex (the Plant) in Nghi Son Economic Zone, Thanh Hoa Province, Socialist Republic of Vietnam (in this context, also referred to as the Owner)

Service provider: the company who sign the contract with NSRP for providing office maintenance services, (in this context, also referred to as the Contractor). The main function of service provider includes in maintenance, repair, operation and modification of building, utility system, structures, etc.
II. SCOPE OF OVERVIEW

The purpose of this work scope is to explain the service requirements for maintenance work in NSRP. The scope of office maintenance includes, but not limited to, all facilities in the building listed in the Attachment 1 “Facilities list for office maintenance” and additional work which shall be aknowledged and approved by NSRP in advance.
The target of office maintenance work is for all equipment to be maintained as per requirements from manufacturer and NSRP to achieve well-performance. 

III. SCOPE IN DETAILS
1. Buildings
The buildings mentioned on this scope are office buildings which have workspaces where people work, usually sitting at desks. The Contractor is responsible for the whole building facilities or a part of building facilities as the list items below:
	01
	Administration Building
	15
	Central Warehouse (Office Area)

	02
	Locker Building
	16
	Workshop Building (Office Area)

	03
	Canteen Building
	17
	Fire Station

	04
	Catalyst Storage Building (Office Area)
	18
	Central Control Building

	05
	Central Chemical Store (Office Area)
	19
	Laboratory Building

	06
	Medical Centre Building
	20
	Maintenance Office Building

	07
	Main Guard House
	21
	Jetty Admin / Control Building

	08
	Plan Area Gate House-1
	22
	Jetty Workshop Building (Office Area)

	09
	Plan Area Gate House-2
	23
	Truck Loading Office Driver Amenity Building

	10
	Plan Area Gate House-3
	24
	Tank Yard Operator Shelter

	11
	Employee Plant Area Gate House
	25
	Extrusion Shelter (Office Area)

	12
	Contractor / Admin Gate House
	26
	Utility Operator Shelter

	13
	Truck Loading Gate House
	27
	Process Operator Shelter

	14
	Jetty Gate House
	28
	PP Warehouse (Office Area)



The Contractor is responsible for the maintenance of all facilities inside the buildings except for facilities related to the below items:

· Fire fighting equipment
· HVAC equipment
· Transformer
· Electrical panels or electrical boards
· Network system and computers
· Security system
· PAGA system
· Concrete structures
· Laboratory or specialized equipment
The Contractor shall repair all the facilities if possible to re-use.

The Contractor shall replace spare parts which are listed in the Attachment 1 if impossible to repair or re-use.
The Contractor shall conduct monthly emergency & exit lighting checklist for all buildings mentioned in scope.
2. Bicycles

The Contractor is responsible for maintenance of all the bicycles which belong to NSRP as required.
The Contractor shall collect, repair and return damaged bikes at the least once per week. Collection and return date will be decided after discussion with the Administration Department.
3. Cover Walkway

The Contractor is responsible for maintenance of the C600 area cover walkway as required.
4. Others
Repair and replacement for other machines and equipment which are not listed in the Attachment 1 shall be aknowledged and approved by NSRP as additional service.
Contractor shall implement works/duties related to facility moving/arrangement/delivery when NSRP request.

5. Frequency of service 
The frequency for work detail as following:
	No
	Type of Job
	Frequency  
	Detail

	1
	Check and repair Toilet facility & plumbing system
	01 time/2 weeks
	· Checking will be carried out on Thus and Fri of 2nd week 

· The repairing will be done after 02 working days

	2
	Lighting &Power system 
	01 time/ month
	· Checking will be carried out within 02 lastest day of month

· Repairing will be done within first week of the next month

	4
	Doors, lockers and funiture
	01 time/ month
	·  Checking will be carried out on the first week of month 
· The repairing will be done in 2nd week of month. 

	5
	Building structure (floor, ceeling, wall)
	01 time/month
	· The survey will be done in the 3rd week of month 
· The repairing will be done in the last week of month

	9
	Bicycles
	01 time/week 
	· Bicycle will be collected on Tuesday every week 
· The returning will be done on Friday every week 

	10
	For other urgent work 
	Just after receiving request from NSRP
	


Based on actual situation the schedule for each work can change but frequency will be kept. 
IV. TASKS AND REQUIREMENTS
1. Manpower requirement
The contractor must provide enough manpower to complete all required work ontime. 
The contractor shall provide employees as NSRP request including quantity and qualification (like health status, legal issue, working experience, etc.). Recruitment cost will be in charge by Contractor. The person who had experience to work in JGCS consortium during the process of electricity, water and residents in the affected area by NSRP project shall be prior to recruit.

Before assigning any employee on working in NSRP, the Contractor shall submit to NSRP some documents of the employee as below:
· Curriculum vitae (CV)

· Education certificate and working experience certificate
· Electrical certificate for Electrican follow government regulation
· Health check certificate (within 6 months from the submit date)
The health check certificate shall be provided by authorized hospitals.
Before starting to work for NSRP, employees shall attend required training courses from NSRP.

Contractor employees shall be furnished fully PPE by Contractor as NSRP requirement.
NSRP have right to reject any employees from Contractor without any reason and without inform in advance. In that case, Contractor shall submit other candidate for immediate replacement. 

All employees of the Contractor or their sub-contractors must have valid identifications cards verified by NSRP and shall always display during their working time.
Whenever having incidents or request from NSRP, the contractor shall assign enough manpower on implement necessary maintenance work.
2. Material requirement
Contractor shall provide all materials, equipment, facilities for repair and replacement belonging, but not limited, to scope of work.

The branch, type, spec, of material contractor provide shall be the same or equivalent as previous one.

Contractor shall ensure that all materials, equipment, facilities used for repair and replacement during maintenance work is performed in accordance with the manufacturer’s maintenance requirements or approved alternative program.

Contractor shall prepare enough spare materials serving for repair or replacement in the Refinery.

The cost of major material shall be mentioned in Quotation form by Contractor. This quotation shall be attached to the Contract between NSRP and Contractor as appendix. If there are any change in quotation, Contractor shall submit the amendment to NSRP for notice and evidence of payment.
3. Other requirements
Contractor has responsibility for all the fee related to transportation, tools, equipment, overtime and allowance to warranty the service running smoothly.

Contractor shall report daily report and other documents every working day as requirement to NSRP. 
All reports are requested to prepare by Contractor.

The Contractor shall comply with manufacturer’s warranties and maintenance recommendations and adjust for usage within warranty limits.

Any modifications to any maintenance processes or instructions shall be submitted to NSRP representative for approval.

During the time Contractor provide office maintenance service, if there are any raising working items out of this work scope but related to office maintenance work, the Contractor shall still be in charge and cooperate with NSRP managers to sovle solution. 
4. Schedule

The service is expected to be available and ready for use from 1st Aug. 2020.
The contractual duration of service is expected for 2 years.

The schedule could be changed and adjusted based on the actual situation by NSRP.
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