


Request for Proposal (RFP)
for
Hiring Janitorial Services at World Vision Bangladesh

	To: Vendor/Service Provider 

	Date: 22 December, 2025


Dear Sir/Madam:

World Vision Bangladesh is seeking proposals from interested bona fide service provider for Janitorial Services.

Please be guided by the information attached below with annexures:
	RFP Name:
	RFP for Janitorial Services at WVB Offices

	RFP Reference:
	WVB-SCM-RFP-05-03/26

	Submission of Proposal:
	Proposals shall be sent directly through email  in PDF format to: wvb_scm@wvi.org
Maximum file size: 15MB. If mail returned due to over file size, please split the file and send in separate email. 
email Subject: “RFP for Janitorial Services at WVB Offices”
Shall be mentioned in subject line.

	Deadline for the submission of proposals:
	Deadline for proposal submission is: On or before                 January 12, 2026 within 23.59 BST

	Procurement Focal Point:
	Md. Ziaul Islam, Sourcing Coordinator, World Vision Bangladesh. Email: Ziaul_Islam@wvi.org

	List of Annexures:
	Annexure-1: General Terms and Conditions
Annexure-2: Eligibility of Service Provider for Attending Bidding 
Annexure-3: Scope of Work
Annexure-4: Financial Offer
Annexure-5: Vendor’s Primary Information Collection Sheet
Annexure-6: WV Supplier Code of Conduct & Safeguarding
Annexure-7: WV Anti-Corruption Policy
Annexure-8: Conflict of Interest Disclosure
Annexure-9: SWORN Statement
                  













Annexure- 1

GENERAL TERMS AND CONDITIONS

A. General Terms and Conditions 

1. Offerors have to submit all required documents as per Annexure 2.
2. The offer shall remain valid for three (3) years from the closing date of receiving of Proposal by WVB.
3. Payment shall be made through straight to bank.
4. All the columns/requirements in this form must be properly completed. Quote for each item separately, and in units as specified. Incomplete offers or offers which do not comply with any of our tender conditions will not be considered.
5. WVB reserves the right to accept the partial or whole or part of your offer. WVB authority reserves the right to impose penalty or cancel the entire or partial purchase order if vendor fails to maintain the quality, specification, and delivery date. 
6. WVB authority reserves the right to accept or reject any or all the Proposals in part or full or alter any of the provisions as deemed necessary, without showing any reason whatsoever at any time and acceptance of any liability. WVB reserves the right to accept the whole or part of your offer. 
7. Making a payment to any employee as an inducement or any canvassing to enable you win this bid will result in automatic disqualification participating in this tender or any other tenders. Any solicitation/influence/non-compliance of the Terms & Conditions of this Tender, will lead to disqualification of the submitted Tender/Bid and will be treated informal/rejected.
8. The Proposal must be placed through wvb_scm@wvi.org no later than 23:59 BST on the closing date. Email Subject: “RFP for Janitorial Services at WVB Offices”
9. Descriptive literature or samples of the items offered has to be forwarded with Proposal. All descriptive literature must be in English language.
10. Your financial offer should indicate final price, which includes all costs for delivery of service at WVB, discount, VAT and all other applicable taxes and charges. All kind of charges including applicable Taxes/VAT will be deducted at source from the total bill as per Govt. Rules & Regulations.
11. Proprietor or an authorized representative of the Offeror must sign this form, and all the documents accompanying this bid must be properly rubber-stamped and signed.
12. Inspection (at buyer’s expense or unless negotiated as seller’s expense) may be applicable and will be advised at time of purchase order and arranged by WVB or the supplier.
13. After submitting the proposal result will be informed to successful Offeror(s) within thirty working days after the closing date of receiving proposal.
14. The work shall be completed in all respects within the completion date mentioned in the purchase order. 
15. Any late submission of Proposal after the schedule date and time will be rejected.
16. Environmental policy: WVB’s policy is to purchase products and services, which have the least negative impact on the environment. Environmental considerations covering manufacture, transport, packing, use and disposal of goods form part of WVB evaluation and selection criteria.
17. Terrorists:  WVB will not do any business with any known terrorist group or company involved in any way with terrorists.  WVB shall therefore not knowingly purchase goods or services from companies that are involved with terrorist groups in any form. If you submit a bid based on this request, it shall constitute a guarantee that neither your company nor any affiliate or any subsidiaries controlled by your company are not involved with any known terrorist group. A contract clause confirming this will be included in an eventual purchase order based on this request.  
18. In all cases, the decision of the World Vision Management will be final.
19. The Offeror has to submit duly filled up Vendor’s Primary Information Collection Sheet (Annexure 5).
20. The Offeror has to agree to comply with Supplier Code of Conduct & Safeguarding (Annexure 6), WV Anti-Corruption Policy (Annexure 7), Conflict of Interest Disclosure (Annexure 8) and SWORN Statement (Annexure 9).

I/We hereby agree to execute the work specified in the above memorandum strictly and fully in accordance with all the terms and conditions of the contract (if awarded) described above and in the annexure hereafter and will abide by and fulfill all such Terms & Conditions.


Name & Signature of the Offeror: 		_________________________________


Name of the Company: 		 	_________________________________


Date with Seal of the Company:		_________________________________



Annexure 2-Eligibility of Service Provider for Attending Bidding Process:

1. Required Documents for Bidding Eligibility:

a. Capacity to operate at least 100 janitors countrywide at a time (Please submit evidence)
b. Capacity to operate at least in 30 administrative districts (Please submit evidence)
c. Have strong management capacity at all level in dealing organizational total workforces. (Please submit evidence)
d. Have working experience with at least 5 UN/INGO/other International organizations (Please submit evidence)
e.  Operating experiences at least 5 years (Please submit evidence)
f. Legal documents (i.e.Trade License (updated), Certificate of incorporation, TIN certificate, VAT/BIN Registration etc.), bank solvency certificate and other certificates available (Please submit evidence)
g. Performance certificate from at least 5 UN/INGO/other International organizations (referred to clause d) (Please submit evidence)
h. Organogram (referred to clause c) (Please submit evidence)
i. The SERVICE PROVIDER agrees to complete janitor deployment at all locations indicated in Annexure - 4. (Approximant 80/100 janitor) within one month after notification of award.
j. The Service Provider will ensure to be kept on personnel records/ Bio-data, NID, medical reports and Training records.
k. All janitor personnel will have to sign Safeguarding Behavioral Protocol of World Vision. 

2. Janitor Capabilities:  

i) The Service Provider shall ensure education qualifications of guards are minimum Class Eight.
ii) The service provider shall ensure janitors age limit 25 to 35 years, 35+ years may be accepted if found with good physical condition .
iii)  Janitorial will be deployed as per actual need of WVB. If needed, number of personnel shall be increased/decreased with one month prior notice.
iv) Normal working hours for Janitorial will be from 8:00 am to 5:00 pm (including lunch break).
v) Working days: Saturday to Thursday (Weekend is Friday and Janitors will enjoy all other holidays).
vi) WVB reserves the right to instruct the Service Provider to remove from site any personnel who are found to be unfit in anyway.
vii)  In case of absence of the janitor the service provider ensures necessary replacement.

3. Communication Capabilities:

i) The Service Provider shall establish mobile phone communication with janitors at the Field, Clusters and National Office.
ii) The service provider shall establish mobile phone communication with WVB contact persons at Field, Clusters and National Office.












Annexure-3: Scope of Works
    
The Service Provider shall render services as outlined below: 
1. Office Rooms/Premises:
1.1 Proper cleaning of doors, windows every day and maintain cleanliness
1.2 Cleaning of office rooms, verandah and all open spaces of office with Dettol/ Phenyl/ Vim/ Soap 
1.3 Cleaning of Almirahs, file cabinets, tables, chairs, telephones, photocopiers, printers and Computer tables etc.
1.4 Turn off all lights, fans & other machineries if they are on and shut down all doors & windows after office hour. Report to Admin for final closer. lock all doors with keys when office closes. 
1.5 Cleaning all spider webs, mosquitos inside and outside the office once in a week. 
1.6 Cleaning of all the paper baskets daily and dispose the waste papers properly. 
1.7 Monitor all lights, fans, switches and inform the appropriate authority for replacement/repair and servicing. Provide necessary support for repairing and servicing work as required. 
1.8 Washing all used-towels once in week and cleaning of curtains once in a month.
1.9 Ensure availability of supplies in wash rooms/toilets.
   
2. Office Kitchen:
2.1 Ensure cleanliness of office kitchen properly.
2.2 Cleaning of all kitchen utensils properly and keep them in the cupboards/Almirah/Shelves.
2.3 Cleaning of all water Dispensers, Filters, Micro ovens, Refrigerators once in a week.
2.4 In case of damage/broken of kitchen utensils, immediately report to Admin Dept. to update the inventory list. 
2.5 Keep ready utensils for preparing tea and coffee. 

3.    Washroom and Toilets:
3.1 Proper cleaning of all washrooms/toilets and /commodes/basins with Vim/Harpic/Phenyl etc.
3.2 Provide towels, air fresheners, toilet papers and other things properly into all washrooms, toilets and Basins daily. 

4.     Office open space:
4.1  Cleaning of all office spaces every day.
4.2  Keep clean all doors, windows and the furniture. 
4.3  Turn off those security bulbs/lights which are not necessary.

5. Training Room/Conference Room:
5.1 Cleaning of all furniture.
5.2 Cleaning of all doors and windows, chairs, tables, grills fans and other assets and prepare room for training.
5.3 Wash/cleaning curtains of training room once in a month.
5.4 Organize/Re-organize training/meeting/conference rooms as needed.  

6. Entertainment/Hospitality:
6.1 Support guests/visitors to meet with officials and if necessary and take care of sitting of visitors.
6.2 Serve water, tea, or coffee for the visitors as necessary. 

7. Assistance to official work:
7.1  Carry messages to the staff within office as required.
7.2 Any other official tasks assigned by Management.

Special Note: 

Necessary cleaning materials and supplies will be provided by WV Bangladesh. 
 

ANNEXURE- 4: FINANCIAL PROPOSAL SUBMISSION TEMPLATE 

	FINANCIAL PROPOSAL SUBMISSION TEMPLATE 
	
	

	Category
	List of Area
	Monthly Take Home Pay (BDT)
	Rate of Overtime Per Hour (BDT)

	Monthly Commission Rate 
in Percentage (%) 
(Including  Tax)
	Estimated Number of Janitors
	Remarks

	Capital
	Dhaka
	 
	 
	 
	10
	Minimum Take Home Pay should be as per Country Labour Law

	Division
	Chattagram
	 
	 
	 
	60
	

	
	Rajshahi
	
	
	
	
	

	
	Khulna
	
	
	
	
	

	
	Sylhet
	
	
	
	
	

	
	Rangpur
	
	
	
	
	

	
	Barishal 
	
	
	
	
	

	
	Mymensingh
	
	
	
	
	

	Hill Tracks & Cox's Bazaar
	Bandarban
	 
	 
	 
	10
	

	
	Rowangchhari
	
	
	
	
	

	
	Cox's Bazaar
	
	
	
	
	

	
	
	
	
	
	
	

	

Important Notes: 
1. Annual Bonus will be one month “Take Home Pay” once in a year
	
	
	

	2. Financial offer will be excluding VAT. WVB will provide VAT as per GoB rules and regulations.
	
	

	3. The financial proposal shall be valid for three (3) years. 
4. Janitorial will be deployed as per actual need of WVB. If needed, number of personnel shall be increased/decreased with one month prior notice.
5. Normal working hours for Janitorial will be from 8:00 am to 5:00 pm (including lunch break).
6. Working days: Saturday to Thursday (Weekend is Friday, and cleaning personnel will enjoy all other holidays).
	
	





 

ANNEXURE-5
 
VENDOR’S/SERVICE PROVIDER’S PRIMARY INFORMATION COLLECTION SHEET

	Company Name :
	 

	
	
	

	SL#
	Description of Requirements
	Information to be Provided here

	1
	Trade License Number
	 

	2
	Tax Identification Number (TIN)
	 

	3
	VAT Registration Number
	 

	4
	Address of Business Center
	 

	5
	Contact Telephone Number
	 

	6
	Contact Mobile Number
	 

	7
	FAX Number (Optional)
	 

	8
	Email Address:
	 

	9
	Webpage Address (Optional)
	 

	10
	Contact Person's Name
	

	11
	Vendor's Bank Name
	 

	12
	Name of Bank Branch
	 

	13
	Bank Sorting Code (Optional)
	 

	14
	Bank Account Name
	 

	15
	Bank Account Number
	 





_______________________
Information Submitted by
Date:


Annexure 6
World Vision Supplier Code of Conduct and WVI Safeguarding Behavior Protocols
World Vision Supplier Code of Conduct
Last updated September 2022
Version 3.0

World Vision International (WVI) is strongly committed to observe the highest ethical and moral standards in all its procurement activities. This Code of Conduct provides a set of principles and behaviours in our everyday conduct of business, ensuring internationally recognized procurement, ethics and good business practices are followed. To ensure World Vision / VisionFund, and each of their affiliated entities (WV/VF), is donor complaint, we will adhere to donor procurement requirements, where applicable. Therefore, WV/VF  expects  its  suppliers,  contractors,  and  their  sub-contractors  to  sign  the  Code  of  Conduct, acknowledging agreement to abide by the principles herein.
WV/VF expects its suppliers to:

1) Strive to Improve value for money –
a) Actively seek to demonstrate and improve results, and reduce costs through the life of the Agreement, and/or Purchase Orders.
b) Price appropriately and honestly to reflect requirements and risks.

2) Act with Professionalism and integrity –
a) Be honest and realistic about capacity and capability when bidding.
b) World Vision expects that its suppliers encourage and work with their own suppliers and subcontractors to ensure that they strive to meet the principles of this Code of Conduct, and be able to demonstrate this as and if and when required.
c) Act in a manner that supports the development of a professional and ethical business relationship with WV/VF.
d) Demonstrate clear, active commitment to Corporate Social Responsibility.

3) Be accountable –
a) Apply pricing structures that align payments to results and reflect a more balanced sharing of performance risk.
b) Expect to be held accountable for unexpected outcomes and accept responsibility for their role, including being honest when things go wrong so that lessons can be learned.

4) Align with WV/VF –
a) Be willing to operate across all WV/VF offices, including in fragile and conflict affected areas.
b) Share and transfer innovation and knowledge of best practices to maximize overall development impact.

5) Agree to avoid any Conflict of Interest—
Supplier or Contractor confirm(s) that they have no relationship, business affiliation, involvement, association, position, financial interest, and haven’t received any gift, loan, or have engaged in any other transaction requiring disclosure under the World Vision or VisionFund Conflict of Interest Policy.

6) Observe International Labour Conventions and applicable labour law.

7) Have a strong Environmental Policy –
a) WV/VF expects its suppliers to have an effective environmental policy and comply with existing legislation and regulations to protect the environment.
	

Initial
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WV Supplier Code of Conduct Statement of Acknowledgement

My signature below confirms that I/we/supplier, have read, fully understand and agree to World Vision’s Supplier Code of Conduct principles set forth above, as applicable. I understand that any action inconsistent with this Supplier Code of Conduct may result in termination of the business relationship with World Vision.





	Print name and Title of Supplier Representative
	
	Signature

	Company / Supplier Name
	
	Date


Initial

World Vision International
Safeguarding Behavior Protocols
The Vendor/Supplier/Contractor/Service Provider/Consultant and its Employees will abide by these protocols in their activities with WV, for children and adult beneficiaries. In regard to safeguarding, WV uses a broad, working definition of ‘beneficiary’ to include not only direct beneficiaries of a particular project, but also any child or adult who might suffer harm caused by the Contractor or its Employee as part of WV programme presence.

Acceptable Behaviour – Do:
1. create and maintain an environment which prevents sexual exploitation and abuse of children and adult beneficiaries and promotes the implementation of these Behavior Protocols;
1. are careful about perception and appearance in their language, actions and relationships with children.   and vulnerable beneficiaries. Their behavior—including in person and on digital platforms, both online and offline—demonstrates a respect for children and adult beneficiaries and their rights;
b) ensure that all physical and online contact with children and beneficiaries is appropriate in the local culture;
c) use positive, non-violent methods to manage children’s behavior;
d) accept responsibility for personal behavior and actions as a representative of the organization;
e) are always accountable for their response to a child’s behavior, even if a child behaves in a sexually inappropriate manner; adults avoid being placed in a compromising or vulnerable position with children; 
f) where possible and practical, follow the ‘two-adult’ rule while conducting WV work, wherein two or more adults supervise all activities that involve children, and are visible and present at all times;
g) comply with safeguarding related investigations (internal and external) and make available any documentary or other information necessary for the completion of the investigation; 
h) comply with applicable data privacy laws and with relevant WV data privacy and information security policies, including WV digital child safeguarding protocols, when handling any personal data about individual children or adult beneficiaries, noting in general that collecting or using such data must be limited to the minimum necessary, and that such data must be maintained and transferred in a secure, confidential manner;
i) immediately report through established reporting mechanisms any known or suspected safeguarding incident or breach of this Policy by a WV employee or affiliate, or a humanitarian aid worker from any other agency. ‘Humanitarian aid worker’ includes all paid employees, volunteers, contractors, and other affiliates of organizations providing emergency relief or development aid.  Such organizations include UN agencies, INGOs, LNGOs, and CBOs.

Unacceptable Behaviour –do not:
  
a) behave in an inappropriate physical manner, or develop a sexual relationship with a child (under 18 years old), regardless of the country specific legal age of consent or age of majority. This also includes consenting or condoning the above behaviour (including fostering or condoning child marriage (under 18 years old));
b) develop or seek a sexual relationship with any beneficiary of any age; such relationships are not acceptable and will not be tolerated since they are based on inherently unequal power dynamics. Such relationships undermine the credibility and integrity of WV's humanitarian aid or development work;
c) sexually exploit or abuse any beneficiaries (adult or child); such behavior constitutes an act of gross misconduct;
d) exchange money, employment, goods, or services for sex (including sexual favors, other forms of humiliating, degrading, or exploitative behavior, or hiring sex workers) or other exploitative demands is strictly prohibited. This includes exchange of assistance that is already due to beneficiaries;
e) fondle, hold, kiss, hug or touch children or adult beneficiaries in an inappropriate or culturally insensitive way;
f) use language, make suggestions or offer advice to a child or adult beneficiary which is inappropriate or abusive, including language that causes shame or humiliation, or is belittling or degrading;
g) spend excessive or unnecessary time alone with a child or adult beneficiary, away from others or behind closed doors or in a secluded area;
h) condone or participate in behavior with children or adult beneficiaries which is illegal, unsafe or abusive; including harmful traditional practices, spiritual or ritualistic abuse;
i) hire children in any form of child labor (including as “house help”) unless it is within the best interest of the child and in alignment with local law and international standards (‘Child labor’ is work that is mentally, physically, socially or morally dangerous and harmful to children, or that interferes with their schooling. ‘Child work’ in contrast may be beneficial if permitted by International Labor Organization (ILO) Conventions and puts the child’s interests ahead of any benefits gained by adults.);
j) hit or use other corporal punishment against a child while the child is in WV care or the WV employee or affiliate is conducting WV work;
k) take a child alone in a vehicle for WV work, unless it is absolutely necessary, and with parental/guardian and managerial consent;
l) misuse or be careless with personal data about individual children or adult beneficiaries;
m) communicate with a child in WV's program areas via digital platforms (e.g. Facebook, Twitter), via mobile technology (e.g. texting, Whatsapp, Skype), or online without consent and knowledge of his/her parents. Further, WV employees or affiliates never communicate on mobile, digital or online platforms with children or adult beneficiaries in ways that are inappropriate or sexual;
n) stay silent, cover up, or enable any known or suspected safeguarding incident or breach of Safeguarding Policy by a WV employee or affiliate.

Visits to World Vision Projects
Any visitor of WV who is not a WV Employee or Board Member will:
a) be briefed on WV’s Safeguarding Behavior Protocols and Prevention of Harm in Communications by the sending office prior to the visit;
b) receive a brief written or oral orientation and sign acknowledgment of receipt of WV’s local behavior protocols; and
be accompanied by a WV employee when visiting projects.





Annexure-7: WORLD VISION ANTI-CORRUPTION POLICY
Last updated 19 May 2022 (ver. 1.0.1)
1. Policy Statement
Corruption (the abuse of entrusted power for gain) on the part of any World Vision employee, board member or volunteer (collectively “World Vision Persons”) or any third party (consultant, vendor, partners, etc.) in their engagement with World Vision entities, is prohibited.
Employees of World Vision who commit a corrupt act, fail to report corruption, or fail to manage the risk of corruption will be subject to disciplinary action up to and including termination of employment. Members of Boards and Advisory Councils who fail to comply with this policy are subject to removal. Third parties who fail to comply with this policy will have their agreements and/or contracts with World Vision terminated. World Vision may also seek restitution or prosecution or other legal remedies.
WVI management shall maintain a detailed Partnership Management Policy to ensure the WV Partnership as a whole is taking reasonable steps to prevent, detect, and appropriately address potential corruption in World Vision’s environment.
2. Policy Principles

Financial transactions and other business activities must be conducted in a manner which is consistent with our Christian faith and values. To that end the principles of impartiality, consistent integrity, care of entrusted resources, and an understanding that all earthly authority is delegated authority must be accounted for in all of World Vision’s work.










Annexure-8: CONFLICT OF INTEREST DISCLOSURE LETTER 
World Vision standard form, enhanced for Suppliers  
--February 2020 version--
Having read the World Vision (WV) Code of Conduct and examined my(our) relationships with World Vision or Vision Fund (VF), and noting that if in doubt a relationship should be disclosed for further discussion, I have carefully reviewed each of the four statements below and marked either “yes” or “no” for each.  
Note that “WV/VF” as used below refers to any World Vision or VisionFund entity, including affiliated microfinance institutions. “A relative” refers to any individual related by blood or marriage.  
Circle the appropriate answer for each statement below:  
	Yes / No
	1. I/my company/business (or a relative of mine) receive(s) financial benefits from WV/VF.  (This would include such things as serving as a volunteer or a beneficiary of WV/VF).  [If answer yes, please provide details at the end of this form.]  

	Yes / No
	2. I or a relative of mine is a current employee for WV/VF. [If answer yes, please provide details at the end of this form.]  

	Yes / No
	3. I/my company (or a relative of mine) has existing business dealings with WV/VF. (This would include such things as being a consultant, a service provider, or is a supplier for WV/VF) [If answer yes, please provide details at the end of this form.]

	Yes / No
	4. I/my company has a family or business relationship (outside of WV/VF) with a member of the WVI or VFI board, or with a member of the WVI or VFI senior management team. [If answer yes, please provide details at the end of this form.]


Please describe below the details of any positive response for items 1 – 4 above, and/or any other potential conflicts of interest, or any comments you may wish to make on the matters disclosed above.  If more space is needed, kindly attach an additional sheet.  
	




  
	

	
	

	Name and Title of Supplier Representative
	
	Signature

	

	
	

	Company/Supplier Name & Company Stamp
	
	Date





Annexure-9: SWORN STATEMENT
(To be signed by staffs, facilitators, volunteers, interns, donors and consultants during interview)
All WV staffs, volunteers, interns, donors and visitors who are not World Vision staffs (formal partners, consultants, suppliers, and any other affiliate who gains access to children and adult beneficiaries or their personal information through his or her affiliation with WVB for the wellbeing of them) will acknowledge and sign this SWORN Statement during interview.

1. Personal Information:

First Name: 

Middle Name:
     

Last Name/Family Name: 

Present Address: 

Permanent Address: 

2. I declare under oath that: 
I have not been violated and convicted for violation of child protection rights and sexual harassment to adult beneficiaries including: 
(Please update the checkbox manually)

	· Physical mistreatment
· Psychological abuse
· Sexual abuse
· Abandonment
· Abduction
· Abduction or Human Trafficking 

	· Kidnapping
· Murder
· Assault
· Labor Exploitation
· Any forms of violence against children  



I further declare that the information given above is true, and in sign of conformity I sign the present SWORN Statement. 




Name of Staff/Volunteer/Facilitator	              Signature 		                      Date 
     Intern/Consultant
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