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World Vegetable Center (WorldVeg) 

Terms of Reference (TOR) Non-Consulting Services 
 

1. SERVICE SUMMARY  

Title: Cleaning and Maintenance Services for the WorldVeg New Laboratory Building 

Consultancy Type: Non-consulting services  

Division: HQ ODDG-P TSO   

Duty Station: WorldVeg New Laboratory Building   

Reporting to: TSO Manager Mr. Ku-yu Hu   

Duration:  

• Initial contract period: 18-Sep-2026 until 17-Sep-2027   

• Extension: The agreement may be extended for up to two additional one-year period, subject to 

satisfactory performance, operational requirements, availability of funds, and mutual 

agreement. 

Expected Deliverables: As Section 4  

 

2. INTRODUCTION AND BACKGROUND 

The World Vegetable Center (WorldVeg) is a globally renowned nonprofit agricultural research and 

development institute committed to alleviating poverty and improving nutrition through increased 

production and consumption of vegetables. Our work spans research, capacity building, knowledge 

sharing, and advocacy to highlight the vital role of vegetables in achieving better health, sustainable 

food systems, and economic development.  

 

3. OBJECTIVES OF THE CONSULTANCY AND EXPECTED RESULTS 

The objective of this service is to ensure the continuous provision of high-quality cleaning and 

maintenance services for the WorldVeg New Laboratory Building. Through a Long-Term Agreement 

(LTA), WorldVeg seeks to maintain a consistently clean, hygienic, safe, and professional working 

environment that supports research activities while ensuring service continuity and operational 

efficiency.  

 

4. DESCRIPTION OF THE ACTIVITIES BY THE CONTRACTOR 

The Contractor will: 

• Provide a minimum of two cleaning staff members on duty.   

• Ensure uninterrupted service throughout the contract period by providing suitable 

replacement personnel during leave, illness, resignation, or other absences. 

• Comply with the following personnel requirements, including: 

o Provide health examination reports for all cleaning staff.  
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o Ensure that cleaning staff must wear the uniform provided by the Contractor during 

working hours.  

o Ensure that cleaning staff must comply with all safety regulations of the WorldVeg 

campus.  

o Assume responsibility for the occupational safety, insurance, and management of 

cleaning staff, and must comply with Taiwan’s Labor Standards Act, Occupational 

Safety and Health Act, Occupational Safety and Health Facilities Regulations, and 

other relevant laws and regulations.  

o Assign cleaning staff according to the following schedule:  

▪ 7:00 a.m. to 4:00 p.m., with a lunch break from 11:45 a.m. to 12:45 p.m.  

▪ Regular days off on Saturdays and Sundays; other holidays in accordance with 

the WorldVeg holiday regulations.  

▪ Natural disaster/typhoon leave: In accordance with Tainan City Government 

announcement.           

• Complete the following work items： 

No.  
Scope of Work 

 

Operating Procedures and 
Maintenance Standards 

 

Service Frequency 
Day One 

Week  
Two 

Weeks  
Non-

regular 
 

1 
Interior public 
corridors and lobby 
staircases 

Removal of floor dust and 
trash, followed by mopping 

1    

2 

Exterior public 
walkways, 
staircases, and rear 
walkways of the 
building 

Removal of floor dust and 
trash 
 

1    

3 
Passenger 
elevators and 
freight elevators 

Wiping of buttons, removal 
of floor dust and trash, and 
mopping 

1    

4 
Pantry, first aid 
station, and 
nursing room 

Wiping dust and dirt from 
desktops and cleaning 
around sinks 

1    

5 
Laboratories and 
offices 

Removal of floor dust and 
mopping 

1    

6 Meeting room 
Wiping dust and dirt from 
desktops, and removal of 
floor dust with mopping 

1    

7 
Seed processing 
room and 
packaging room 

Removal of floor dust and 
mopping 
 

1    

8 
Multipurpose 
center 

Cleaning trash from tables 
and chairs, removing floor 
dust and mopping, and 
performing additional 
cleaning as required after 
events or gatherings 

1   ✓ 

9 
Waste collection 
and segregation 
inside the building 

All waste shall be 
consolidated and placed at 
the designated location 

1    
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No.  
Scope of Work 

 

Operating Procedures and 
Maintenance Standards 

 

Service Frequency 
Day One 

Week  
Two 

Weeks  
Non-

regular 
 

 beside the building, as 
specified by WorldVeg, 
before 2:00 p.m. 

10 
Toilet 
 

Clean restrooms, organize 
waste, and replenish 
supplies; garbage must not 
be allowed to overflow, 
and cleaning shall be 
completed before noon 

1    

11 
Rooftop on the 
fourth floor 

After rainy days, inspect 
and remove fallen leaves 
and stagnant water 

1   
 

12 

Ground floor floor-
to-ceiling windows 
of the building, 
Multipurpose 
Center window 
glass, lobby 
staircases, and 
corridors 

Glass cleaning to be carried 
out every Wednesday; if it 
falls on a holiday, it shall be 
postponed accordingly 
 

 1  

 

13 

Removal of bird 
nests from above 
exterior walkways 
and from terraces 

Remove immediately upon 
discovery to prevent 
nesting 
 

 1  

 

14 
Floor surfaces of 
exterior balconies 
on each floor 

Removal of dust and trash 
 

 1  
 

15 Tool room Removal of dust and trash  1   

16 

Floor and railings 
of the skywalk 
connecting to the 
Administration 
Building 

Removal of dust and dirt to 
be carried out every 
Monday and Thursday; if it 
falls on a holiday, it shall be 
postponed accordingly 

 2  

 

17 

Ground surface 
and surrounding 
area cleaning of 
the third-floor sky 
garden 

Every Tuesday and Friday; 
if it falls on a holiday, it 
shall be postponed 
accordingly 

 2  

 

18 

East and west 
emergency 
staircases and 
basement 

Removal of floor dust and 
trash, mopping, and wiping 
dust and dirt from stair 
handrails, window blinds, 
and railings 

  1 

 

19 
Floor surfaces of 
equipment rooms 
on each floor 

Removal of dust, water 
stains, and trash, followed 
by mopping. Special 
inspection is required after 
heavy rain. 

  1 

 

• Provide all equipment, materials, and consumables required for cleaning work.  

• Provide a cleaning record sheet, to be signed daily by the cleaning staff according to the 

schedule.  
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• Cooperate with WorldVeg in improving cleaning practices and adjusting work schedules 

where operational requirements change during the agreement period. 

 

5. WORLDVEG’S RESPONSIBILITIES  

WorldVeg will:  

• Provide the equipment, materials, and consumables storage location.  

• Verify the cleaning record sheet.  

• Oversee and evaluate the service performance.  

• Conduct performance reviews with the Contractor, where needed. 

 

6. PAYMENT MODALITY 

Payment shall be made monthly upon satisfactory completion of the services and certification by the 

Contract Manager.  

 

7. QUALIFICATIONS AND REQUIREMENTS (select or add as appropriate) 

See PR1075449 RFP.  
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工作說明書（TOR）非顧問服務 
 

1. 服務摘要 

 

服務名稱：世界蔬菜中心新實驗大樓清潔維護服務 

服務類型：非顧問服務 

執行單位：總部 夥伴關係副主任 技術服務室 

服務地點：世界蔬菜中心新實驗大樓 

工作督導：技術服務室經理 胡谷油先生 

契約期間： 

• 初始契約期間：2026 年 9 月 18 日至 2027 年 9 月 17 日。 

• 契約得視承攬廠商履約績效、中心業務需求、經費可用情形及雙方同意，續約最多二

次，每次一年。 

預期交付成果：詳見第四節。 

 

 

2. 前言與背景 

 

世界蔬菜中心（WorldVeg）為全球知名之非營利農業研究與發展機構，致力於透過提升蔬菜

生產與消費，改善營養並減少貧窮。本中心工作涵蓋研究、能力建構、知識分享及政策倡議，

強調蔬菜在促進健康、建構永續糧食系統及推動經濟發展方面的重要角色。 

 

 

3. 服務目標及預期成果 

 

本服務之目的在於持續提供世界蔬菜中心新實驗大樓高品質之清潔與維護服務。 

透過建立長期協議（Long-Term Agreement, LTA），世界蔬菜中心期望維持潔淨、衛生、安全且

專業之工作環境，以支援研究工作，同時確保服務持續性及營運效率。 

 

 

4. 承攬廠商工作內容 

 

承攬廠商應： 

• 指派至少二名清潔人員執勤。 

•  於契約期間內維持服務不中斷，並於人員請假、生病、離職或其他缺勤情形時，提供

適當替代人員。 

• 遵守下列人員管理要求，包括： 

o 提供所有執行本服務清潔人員之健康檢查報告。確保清潔人員於工作期間穿著

承攬廠商提供之制服。 

o 確保清潔人員遵守世界蔬菜中心園區各項安全規定。 

o 負責清潔人員之職業安全、保險及管理，並遵守《勞動基準法》、《職業安全

衛生法》、《職業安全衛生設施規則》及其他相關法令。 

o 安排清潔人員依下列工作時間執勤： 
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▪ 上午 7:00 至下午 4:00，中午 11:45 至 12:45 為午休時間。 

▪ 每週六、週日為例假日，其餘假日依世界蔬菜中心行事曆辦理。 

▪ 天然災害（含颱風）停止上班依臺南市政府公告辦理。 

• 完成下列清潔工作： 

項次 工作內容 工作方式及維護標準 

頻率 

日 1

週 

2週 不定

期 

 

1 
大樓內公共走道及大

廳樓梯 

地面灰塵、垃圾掃除和拖

地 
1    

2 
大樓外公共走道、階

梯及大樓後方走道 
地面灰塵和垃圾掃除 1    

3 客梯及貨梯 
按鍵擦拭、地面灰塵、垃

圾掃除和拖地 
1    

4 
茶水間、救護站及哺

乳室 

桌面灰塵污垢擦拭和水槽

周邊清潔 
1    

5 實驗室及辦公室 地面灰塵掃除和拖地 1    

6 會議室 
桌面灰塵污垢擦拭和地面

灰塵掃除及拖地 
1    

7 種子處理室和包裝室 地面灰塵掃除和拖地 1    

8 多功能中心 

桌椅垃圾清潔、地面灰塵

掃除和拖地，並不定期配

合活動舉辦時間之後清潔 

1   ✓ 

9 大樓內垃圾收集分類 

於下午 14時前統一集中放

置於WorldVeg指定之大樓

旁定點 

1    

10 廁所 

清洗廁所、垃圾整理及備

品補充，不可使垃圾溢

出，清潔應在中午之前完

成 

1    

11 四樓頂樓 
如遇下雨天後，需巡視清

除落葉、積水 
1    

12 

大樓一樓落地窗、多

功能中心窗戶玻璃、

大廳樓梯和走廊 

玻璃擦拭，固定每周三，

遇假日順延 
 1   

13 
大樓外走道上方及露

台鳥巢移除 
發現立刻清除，避免築巢  1   

14 各樓層外部露台地面 灰塵垃圾掃除  1   

15 工具間 灰塵垃圾掃除  1   

16 
連結行政大樓之空中

走廊地面和欄杆 

粉塵污垢清除，固定每周

一和四，遇假日順延 
 2   
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項次 工作內容 工作方式及維護標準 

頻率 

日 1

週 

2週 不定

期 

 

17 
三樓空中花園周圍地

面環境整理 
每周二和五，遇假日順延  2   

18 
東西兩側逃生梯和地

下室 

地面灰塵、垃圾掃除和拖

地、樓梯手把、百葉窗格

及柵欄塵污擦拭 

  1  

19 各層樓機房地面 

灰塵、水漬、垃圾清除及

拖地。如遇大雨後，需特

別檢查。 

  1  

 

• 提供執行清潔工作所需之一切設備、工具、材料及耗材。 

• 提供清潔工作紀錄表，並由清潔人員依排定班表每日簽名確認。 

• 配合世界蔬菜中心持續改善清潔作業方式，並於契約期間因業務需求調整工作內容或

工作時程時予以配合。 

 

 

5. 世界蔬菜中心責任 

 

世界蔬菜中心將： 

• 提供清潔設備、材料及耗材之存放空間。 

• 查核清潔工作紀錄表。 

• 督導並評估服務履約情形。 

• 視需要與承攬廠商辦理履約績效檢討。 

 

 

6. 付款方式 

 

於承攬廠商完成當月服務並經契約管理人確認履約合格後，按月支付服務費。 

 

 

7. 資格條件及要求 

 

詳見 PR1075449 招標文件。 
 
 


