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[bookmark: _Toc42103579][bookmark: _Ref395283481]Part I: Mandatory InfoRmation
Respondent to this market research must complete PART I.

1. RESPONDENT’S COMPANY INFORMATION AND CONTACT DETAILS
(a) Company name and address

	Click or tap here to enter text.



(b) Contact person

	Name :
	Click or tap here to enter text.
	Title :
	Click or tap here to enter text.
	Phone Number :
	Click or tap here to enter text.
	Email Address :
	Click or tap here to enter text.


2. INDICATION OF INTEREST TO PROVIDE OFFICE OPERATION SERVICES
☐ Yes       ☐ No 
If Yes is selected, please proceed to 3.  If No is selected, please state the reasons below.

	Click or tap here to enter text.


~ Thank you ~
3. RESPONDENT’S COMPANY DETAILS
(a) Company information including but not limited to year established, scope of business, and number of full-time staff

	Click or tap here to enter text.













(b) Detailed service information/service catalogues and track record of providing outsourced office support/administration/management services, if any


	Click or tap here to enter text.




4. Estimation on Monthly Charge for Office OPeration Services
The service provider should provide a project team comprising no more than thirty-six (36) FTMEs per month from different ranks including Office Operation Services Manager, Senior Clerk, Clerk I and Clerk II for a period of thirty-six (36) months.  The charges proposed shall be inclusive of all monthly wage and monthly service charge covering all associated costs and expenses in providing the office operation services.  
I. Monthly Rates for the Contract Period:
	Role/Rank of Relevant Employee
	Number of FTME

(A)
	Monthly Wage per FTME
(HK$)
(B)
	Monthly Service Charge per FTME 
(HK$)
(C)
	Total Monthly Fee 
(HK$)
(D) = (A) x [(B) + (C)]

	Office Operation Services Manager
	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Senior Clerk
	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Clerk I
	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Clerk II
	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Total :
	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Total Contract Value = 36 months x (D)
	Click or tap here to enter text.


[bookmark: _Toc42103581]PART II: SuppleMentary INFORMATION
[bookmark: _Toc455755475][bookmark: _Toc455755476][bookmark: _Toc455755477][bookmark: _Toc455755478][bookmark: _Toc455755479][bookmark: _Toc455755480][bookmark: _Toc455755495][bookmark: _Toc455755496][bookmark: _Toc455755497][bookmark: _Toc455755499][bookmark: _Toc455755500][bookmark: _Toc455755501][bookmark: _Toc455755516][bookmark: _Toc455755517][bookmark: _Toc455755518][bookmark: _Toc455755519][bookmark: _Toc455755520][bookmark: _Toc455755521][bookmark: _Toc455755523][bookmark: _Toc455755524][bookmark: _Toc455755525][bookmark: _Toc455755526][bookmark: _Toc455755545][bookmark: _Toc455755546]Any other comments or information relevant to the market research
	Click or tap here to enter text.




~ Thank you ~
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