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SPECIFIC A TI ON FOR CLEANIN G SERVICES – QUEENSTO WN SERVICE OFFIC E FOR THE PERIOD OF 
FOUR (04) MONTHS. 

1. BACKGROUND 
1.1. The Department of Social Development wishes to appoint a Service Provider to render cleaning and garden 

services at Queenstown Service Office Center for a period of Four (04) months. The cleaning and 

garden services must be in terms of section 8 (1) of the Occupational Health and Safety Act & Regulations, 

85 of 1993 which states that” every employer shall provide and maintain as far as possible as is reasonable 

practicable, a working environment that is safe and without risk to the health of its employees”. Further 

compliance with the National Environmental Management: Waste Act, 59 of 2008 Chapter 4, Part   Section 16 

(1), general duty in respect of waste management, and Part 5, Section 21, general requirements for storage 

of waste, must be adhered to. 

 
1.2. It is essential that, the Department contracts cleaning and garden services from experienced prospective 

bidders that have capacity and ability to provide a high-quality service. 

The emphasis is therefore to procure service provider with cleaners that have no less than three (03) months 
cleaning experience within an office environment. 

 
2. SCOPE OF WORK: 

 
2.1 The successful bidder must render cleaning and garden services for the whole office site by providing staff, 

cleaning equipment, cleaning material, garden equipment, protective clothing and cleaning of government 

vehicles. Expected deliverables and outputs are indicated in Annexure A. 

2.2 The Site consists of: 
 

2.2.1 Common areas which include offices, passages, boardrooms, kitchenette, garden, adjacent 

pavements, parking areas and garages. 

222 Designated areas as contained in the table below: 

 
(Please verify the square meters and complete the Pricing Schedule as per attached Annexure B) 

Area/Service Office Number of Staff and 
others 

Square Meters Gardening 

Services 

Toilets Kitchen Vehicles 

M F 

Queenstown Service Office  
55 

 
529m2 

 
Applicable 

 
1 

 
1 

 
1 

 
2 

 
            2.3 Equipment, materials and consumables 
 

All necessary equipment and materials (Including Toilet Paper) for the successful execution of the above cleaning 
to be provided for by the supplier, which will include inter alia: 

• Vacuum cleaners 
• Polishers (Tile & Floor) 
• Brooms (Soft & Hard) 
• Mops 
• Buckets 
• Protective Gear (Gloves, Aprons, Masks & Sanitizers) 
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•  Dish cloths, swabs, feather dusters and yellow dusters 

•  All necessary chemicals and cleaning detergents (e.g. Dishwashing liquid, Floor polish, Furniture   polish, 
Handy Andy, Domestos, Deo blocks, pine gel, hand soap, handy andy, bleach etc.) 

•  All disinfection chemicals to sanitize all offices and common areas (door handles, desks and kitchen areas) 

•  Necessary sign boards e.g. wet floor and or slippery etc. 

•  Carwash wax plus cloths & dashboard sprays 

•  Air Fresheners & Odorless Dooms 
•  Refuse bags for office and outside dust bins 

 
NB: All equipment is always to be kept in a fully functional and safe condition and to comply with all applicable 
regulations. 

 
2.3 Supply and Delivery of Toilet Papers 

 
•  2pIy toilet p per SABS approved 
•  4 toilet papers per official per month (1 roll per week) 

 
2.4 Installation and Maintenance 

•  Automated air fresheners for all toilets 

•  Hand soap dispensers and hand soaps for all toilets 

•  Paper towel dispensers and paper towel rolls for all toilets 

•  Sanitary bins/SHE bins in all Female toilets 

 
2.5 Uniform Clothing 
The service provider shall always ensure that all cleaning staff is neatly clothed in uniforms (with the name of the 

company printed thereon & name tags) with necessary personal protective equipment which shall include but not 
limited to headgear, gloves and masks. 

 

2.6 Cleaning Staff 

 
The Department does not have permanently appointed cleaning personnel, the Service Provider must  provide 
cleaning personnel. Please note that salaries of the employees must be equal to or in excess of the determinations 

on Minimum Wage issued annually by the Department of Labour. 

 

 
3. CONTRACT PERIOD 

 

The contract period will be for Four (04) months. A Service Level Agreement will be signed between the successful 
Service Provider and the Department. The commencement date will be mutually agreed upon with the successful 

Service Provider. 

 
4. PRICING 

 
a) Bidders must submit quotations which include all the costs for the completion of the service by fully  completing 

and signing the attached pricing schedule. 
b) Prices must be inclusive of VAT. If not confirmed, the Department will assume that the price quoted is inclusive of 

VAT. The Department does not pay VAT to service providers that are not registered with SARS as VAT vendors .  

It is compulsory for bidders with taxable suppliers exceeding R1,000,000.00 (excluding VAT) in a 12month 
period to register for VAT. 
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5. PAYMENT 

 
5.1 The successful bidder will bill the Department monthly after services have been rendered. 

5.2 The Department pays within thirty (30) days after submission of an invoice, it is therefore essential for the bidder to 

have enough fund or payment of salaries of the employees. Please note that salaries of employees must be equal 

to   in excess of the determinations on Minimum wage issued annually by the Department of Labour 

5.3 The successful bidder wilI be paid within 30 days of submission of a comprehensive original invoice as per the 

Public Finance Management Act 1999. 

5.4 The monthly invoice must indicate the month and year of the service and must also include the following: 

• Banking details of the company; 

• Vat number (If applicable); 

• Invoice number; 

• Order number; 

• Invoice date; 

• Description of the service (Same as order description); 

• Invoice must be stamped or signed. 

• Invoice amount must not exceed the amount entailed by the SLA. 

•  

5.5 Attached to the monthly invoice must be that month's cleaning and gardening site report signed by the  

Centre/office Manager and copy of the payroll for the same month as the invoice, confirming that the bidder’s 

employees have been paid. Failure to submit these two documents with the invoice will result  in the non-payment 

of the invoice for that month. 

5.6 The monthly invoice is to be submitted not later than 7th of each month to the District Office for processing of the 

monthly invoice. 

 
6. PENALTIES 

 
6.1 The Department shall without prejudice to any of its rights be entitled to impose penalties on the service provider in 

the following circumstances: 

• Any non-performance or under-performance; Five (5) percent of the monthly invoice will be deducted for 

every item that constitutes non-compliance as contained in this specification document including annexure 

A. This will be restricted up to a maximum of 20% of a monthly invoice where the items are more than one 

(1). 

• A pro rata amount of the price per cleaner per month where a cleaner was not on duty for a day or more. 

 
7. MONITORING AND EVALUATION 

 
7.l The performance of the successful will be monitored daily by the end user. 

7.2 Evaluation of functions performed will be conducted through the assessment of the monthly report. 

7.3 Penalties will be implemented for detected non-performance or under-performance as per clause 6. 
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8. COMPULSORY BRIEFING SESSION 
 

There will be NO briefing session for this advertisement. 

 
9. COMPULSORY SITE VISIT 

 
• All Service Providers must visit the sites and verify the size of offices to be cleaned before submitting the 

quotation and quote accordingly. 

• A site inspection certificate is attached to the specification as Annexure D and must be completed and stamped 

by the Head of the Institution/office and signed after being administered. 

• Site Visits WILL NOT be permitted on the day of closure of the RFQ.  
 

10. SPECIAL CONDITIONS 

 
10.1 Products and industrial equipment supplied and utilized must be SABS approved. 

 
10.2 Toilet paper must be 2pIy and SABS approved. 

 

10.3 The successful bidder must be registered in the Central Supplier Database (CSD). If not registered, supplier 
must ensure that they are registered before submission of this bid. Supplier regis tration may b performed on 
the National Treasury website www.treasury.gov.za. The Department will not award a contract to a bidder that 

is not registered on the CSD. 
 

10.4 Fully completed and signed bid documents (SBD4, SBD6,1) including all annexures (B, C, D & E). 

 
10.5 The Department reserves the right not to appoint a service provider with two or more similar contracts 

running concurrently within the Department. 

 
10.7 The successful bidder must submit: 

 

• A letter of Good Standing from the Department of Labour to confirm that the bidder is registered for the 
Workmen’s Compensation within fourteen (14) days of acceptance of this bid or Courtesy letter from 
Department of Labour confirming that the Bidder has applied for registration within fourteen (14) days of 

acceptance of this bid. 

 
• A letter of good standing from Department of Labour to confirm that the bidder is paying the 

Unemployment Insurance Fund within fourteen (14) days of acceptance of this bid or Courtesy letter from 

Department of Labour confirming that the Bidder has applied for registration within fourteen (14) days of 
acceptance of this bid. 

 
10.8 Acceptance of this bid is subject to the condition that both the contracting firm and its personnel  providing the 

service must be cleared by the appropriate authorities to the level of CONFIDENTIAL/SECRET/TOP SECRET. 
Obtaining a positive recommendation is the responsibility of the contracting firm concerned. If the principal 
contractor appoints a subcontractor, the same provisions and measures will apply to the subcontractor. 

Acceptance of the bid is also subject to the condition that the contractor will implement all such security 
measures as the safe performance of the contract may require. 

 
10.9 That procurement of all protective clothing and gear for the cleaners is to be procured from suppliers within the 

Eastern Cape. Provincial Treasury (PT) and Department of Economic Development, Environmental Affairs and 
Tourism (DEDEAT) will maintain and provide a list of locally manufactured goods/ commodities. The bidder will 

be expected to provide proof as and when required by the Department. Failure to adhere, will lead to the review 
and termination of the contract. 

 

10.10 That 50% of the cleaners must be sourced within the ward (Enoch Mgijima Mun.) where the office is situated.

http://www.treasury.gov.za./


 

 

 

11. CONSORTIUM I JOINT VENTURE 

 

It is recognized that bidders may wish to form consortia to provide the Services. A bid, in response to this  invitation to 

bid, by a consortium must comply with the following requirements: - 

 
11.1.1 Copy of agreement signed by all the members must be submitted. One of the members must be   nominated 

by others as authorized to be the lead member and this authorization shall be included in the agreement 

entered into between the consortium members. The lead member must be the only authorized party to 

make legal statements, communicate with the Department and receive instructions for and on behalf of any 

and all the members of the Consortium; 

11.1.2 Bidders must submit copies of the Central Supplier Database (CSD) registration report for all parties.  

 

 

 

 
 07/11/2024  

Date 

District Director: Chris Hani District 
 
 

12. EVALUATION CRITEA 

 
The bid will be evaluated in two stages: 

• Pre-evaluation criteria, 

• Preferential Procurement Policy Framework Act 5 of 2000 (PPPFA) Preferential Procurement Regulation, 2022, as 
indicated below: 

 
12.1 Pre-evaluation criteria 

 

• Copy of signed agreement in the case of Joint Venture / Consortium in accordance with conditions stipulated 

in paragraph 11.1. 

• Quotation is only valid when signed by the service provider or with a company stamp signed by  a director or 

person with authority and will be valid for 90 Days. 

• Salaries of the employees must be equal to or in excess of the determinations on Minimum Wage issued 

annually by the Department of Labour 

• No correction fluid of any kind MUST be used ON PRICE. In cases where corrections are necessary; these can 

be made by drawing a line across the incorrect statement, writing in the correct details  above the same and 

subsequently endorsing the entry with the bidder’s signature. 

• Fully completed and signed SBD4. 

• Fully completed and signed (Annexure B, C & D). 

• Proof of experience in the cleaning services field in an office environment with a minimum of three 

(03) months (copy of signed award letter/ copy of signed contract AND accompanying letter f rom the company or 

department indicating that cleaning services were satisfactory rendered).  

NB: Failure to fully comply with the pre-qualification criteria to the satisfaction of the department will lead to the automatic 
disqualification of the bid. In loco inspection may be conducted on short listed Service Providers 

 

 
 
 

 

T. Sola 



 

 

 
 

12.2 Evaluation as per PPPFA, Preferential Procurement Regulation 2022, 

Bid proposals will be evaluated in accordance with the 80/20-preference point system, as contempl ated in the Preferential 
Procurement Policy Framework Act (Act 5 of 2000). Bids will be evaluated on price and specific goals. Bidders who do not 

claim specific goals will not qualify for preference points. 
 
 
Matrix for evaluation 

 

NO. CRITERIA POINTS 
1. Price 80 

2 Specific Goals 20 

2 SPECIFIC GOALS NUMBER OF POINTS 

3 Gender 6 
4 No Franchise 2 
5 Disability 3 
6 Locality (Chris Hani District) 6 
7 Youth 3 

 Total Points for Price & Specific Goals 100 

• In order to obtain preference points for specific goals, bidders must complete SBD 6.1. 

• Locality will be confirmed as follows: 

The preferred address on CSD is the on/y address to be considered provided the address was updated on CSD on date 

prior to the invitation to bid was published. 

- If the preferred address on CSD was updated on a date after publication of the invitation to bid, then the address 

registered on CIPC will used as the only address to consider for awarding of locality points. 

• A lease agreement where offices are lease together with evidence (Bank statement) that rental has been paid 

for at least 3 months prior to the incitation to bid was published. 

• Copy of water and lights account from the municipality (Municipal Account, NOT a councillor’s letter) or Eskom 

statement. The proof of address must be in the name of the company. 

In case of a joint venture, the preferred address on CSD will be considered provided the JV partner      has more 

than 30% interests in the JV 

 
13. Bid Policies, procedures & Terms and Conditions- 

 

In addition to those stipulated in any other sections of the bid documents, bidders must be especially  aware of 

the following terms and conditions: 

13.1 Quotations are valid for 90 days 

13.2 The Department may, before a bid is adjudicated or at any time during the bidding process, oblige a bidder to

substantiate any claims it may have made in its bid documents or to call for any additional    documents or to 

make presentation to it. 

13.3 A contract may, on reasonable and justifiable grounds, be awarded to a bidder that did not score the highest 

number of points. 

13.4 Bids submitted through facsimile, telegrams or e-mails will not be accepted. 

13.5 No bids will be considered if submitted after closing time. 

13.6 The Department reserves the right to award the bid to more than one bidder, or not to award it at all. 

13.7 The Department reserves the right not to appoint a Service Provider with one or more similar contracts running 

concurrently within the Department. 

13.8 The Department may, if necessary, negotiate a market related price in line with the Preferential 

Procurement Regulations 2022. 

 



 

 

 

 

13.9 The Department will not award a contract to a bidder whose tax affairs are not in order. 

13.10 This RFQ is subject to the Preferential Procurement Policy Framework Act 2000 and the Preferential 

Procurement Regulations, 2022, the General Conditions of Contract (GCC) and, if applicable, any other 

legislation or special conditions of contract. 

 
14. DISCLAIMER 

 
14.1 Whilst all due care has been taken in connection with the preparation of this Bid, the Department makes no 

representations or warranties that the content in this Bid or any information communicated to or provided to bidders 

during the Bidding process is, or will be, accurate, current or complete. The Department, and its officers, employees 

and advisors will not be liable with respect to any information communicated which is not accurate, current or 

complete. 

 
14.2  If a bidder finds or reasonably believes it has found any discrepancy, ambiguity, error or inconsistency in the 

Bid or any other information provided by the Department (other than minor clerical matters), the bidder must promptly 

notify Department in writing of such discrepancy, ambiguity, error or inconsistency in order to afford the Department 

an opportunity to consider what corrective action is necessary (if any). 

 

 

           08/11/24                           

V. Dlova              Date 

Director: Supply Chain Management 

 

 



 

 

 

 

 

ANNEXURE A 

1. EXPECTED DELIVERABLES 

1.1.1 Spring Cleaning 

Within the first week of the contract,  a once off major clean-up of the site is expected and thereafter as stipulated  below. The key focus areas for 

the once off clean-up will be on: 

i) Spring cleaning of offices, kitchens and boardroom. 

ii) Stripping of all old polish from doors not covered with carpets and re- applications of non-slip polish and rubbed up to a high gloss. 

ii i) Steam cleaning of carpets, rugs including door mats. 

iv) Toilet areas. 

v)  Curtains, pelmets and blinds. 

vi) Washing of interior walls. 

vii) High pressure cleaning of exterior walls, gutters and down pipes. 

vii i) Pruning of trees, shrubs and cutting of grass. 

ix) Planting and maintaining of snake repellent plants around the perimeter fencing. 

x)  Removal of weeds on paved areas and spraying of weed killer on all paved areas. 

xi) Cleaning of windows. 

xii) All GG vehicles are to be Valet at start of the contract. Thereafter, twice a week after consultation with the 

Office Manager. 

xii i) All partitions, dividing walls, plastered and painted walls and walls coated with a resin-bonded finish e.g. “Spectrum”, shall be 

washed. 

xiv) All upholstery blinds and curtains must be washed at the start of the contract and half yearly thereafter depending on the 

environment which could require every three months. 

xv) Supply she bins and consumables related thereto in all female toilets. 

xvi) Provide, install and maintain the following dispensers: 

•  Air freshener (Automated) 

•  Paper towel 

•  Toilet paper 

•  Liquid hand soap 

•  Seat disinfecting wipes 

•  She Bins 

xvii) AII the dispensers will remain the property of the department at the end of the contract. 
 

1.1.2 Dailv tasks include: 
 

i) Vacuum all rooms with carpets, rugs including door mats and providing carpet powder for offices. 

ii) Sweeping of all f loors, steps, passages and stairs, ducts and porches and dusting-off and wiping over with a damp c loth of all  furniture , handrails  and 

windowsil ls  so that the premises  may be maintained through ou t. 
ii i) Dusting and p o l i s h i n g  o f  f u rn i t u r e  
iv) Refuse including the contents of refuse bins and waste-paper baskets shall be removed and be cleaned. 
v) Dusting and wiping a damp cloth balustrade. 

vi) Toilets, sinks, showers must be free of residues, properly cleaned with anti-bacterial detergents daily. Clean all spots on the walls in the ablutions. Toilet pans and 
urinals shall be washed and disinfectant daily.  

v ii) Tiles and ceilings soffits must be free of stains.  
vii i) All dirty crockery to be collected from offices and washed twice a day (morning & afternoon) and neatly stacked to a relevant area. 
ix) All plumbing defects be reported so as to report defects in time.  

x) Telephones must be wiped with cloth damped with disinfectant. 

x i) All mirrors, glass partitions, handrails, push-and-kick-plates, handles, switches and control panels shall be wiped clean daily with a cloth 



 

 

dampened with an approved disinfectant. 

x ii) All microwaves, fridges and other kitchen electrical appliances must be cleaned in the offices. 

xii i) All upholstery blinds and curtains will be kept in a clean condition at all times. 

xiv) Spots, marks and stains shall be removed daily. This requirement is applicable to offices, passages, entrance halls, waiting rooms and other 

rooms frequented by staff or public. 

xv) Remove, Disinfect and replenish she bins. 

 
1.1.3 Weekly tasks 

 

i) Removal of weeds, on paved areas and in Power beds, and spraying of weed killer on all paved areas in summer. 

(ii)  Cleaning of all windows and glass doors in the buildings and main entrance (where applicable). 

(i i i)  Cleaning of government GG vehicles including wash & vacuum, apply tyre shine on all four tyres, apply   dashboard polisher inside the 
vehicle. 

(iv)  The schedule of cleaning must be agreed with the transport officer. Polish dashboard and tyres with SABS 

approved polish suitable for vehicles. 

{v) All wooden furniture shall be polished with an approved wax furniture polish. 

(yi} Internal and external fire escape stairs shall be swept and dusted. If required for a neat appearance it shall be wiped with a damp cloth. 

vii)  Refuse-bins and waste-paper baskets shall be washed and disinfected. 

viii)  Water-filters shall be washed out thoroughly with water and with an acceptable cleansing agent and well rinsed twice a week 

ix) Installation and Supply of disinfectant seat wipes by the bidder each cubicle. 

x) Refilling of air freshener dispenser. 

 
1.1.4 Twice a month 

 

i) All brass on doors and window frames shall be polished with an approved polish twice a month. 

ii) Deep cleaning of all ablutions including floors and walls. 

i) The bidder will supply his own ladders and scaffolding. All work should be carried out in compliance with The Occupational Health and Safety Act. (OHSA 85  o f  
1993). 

ii) The dusting-off of surfaces higher than 2 metres off the floor shall be carried out once a month which shall inc lude l ight fi ttings, Venetian blinds, high windowsil ls , on 

top of cupboards , shelves, etc ., and where applicable on top of beams. 

iii) Un-plastered or rough textured walls  that are inc lined to collect dust shall be dusted at least once a month, or if required more olten to maintain a high degree of 

neatness. This requirement is only applicable toofices, passages, entrance halls , ablutions, waiting rooms and other rooms frequen te d by s taff or the public . 

iv) Ceilings shall be dusted and cleaned at least once a month or when need arises. 

v) Supply  of 2 ply  toilet paper which is  SABS approve d through o ut the contract period, 4 per offic ial per month. 

vi) Maintenance of air towels/blowers by the bidders  in each block of ablutions. Supply 1 pack of paper towel per oñcial per month. 

vii) The bidder must provide hand liquid soap and hand cream in each block of ablutions. 

viii) All shelves on which files are kept, and on top of shelves, shall be thoroughly dusted once a month. 
 
 

 
 
 

 
 
 

 
 
 

 
 

 
 
 

 
 



 

 

ANNEXURE A - PRICING SCHEDULE 
 

1. CLEANING OF OFFICES 

 
AREAISERVICE 
OFFICES 

NUMBEROF 
STAFFAN D 
OTHER S 

SQUARE 
METERS 

PRICE 
PER DAY 
PER 
M2 (ExcI. VAT) 

TOTAL PRICE PER 
MONTH (ExcI. 
VAT) 

TOTAL PRICE FOR 4  
MONTHS  
(ExcI.VAT) 

Queenstown 
Service Office 55 

 
529m2 

   

 
Total cost for cleaning services for 4 months (Exclusive of VAT) R 

2. LABOUR COSTS 

 
DESCRIPTION NUMBER OF 

CLEANERS 
COST PER 
CLEANER 
PER MONTH 
(Excl. VAT) 

TOTAL PRICE 
PER MONTH 
(Excl. VAT) 

TOTAL PRICE FOR 4  
MONTHS (Excl. VAT) 

Cleaners 
3 

   

Gardner 
 

   

Total cost of Labour Costs 
 

R 

 
3. TOILET PAPER 

 

AREA/ SERVICE OFFICES NUMBER OF 
STAFF AND 

OTHERS 

NO. OF TOILET 
ROLLS FOR 4 

MONTHS 

PRICE PER 
TOILET PAPER  

ROLL (Excl. 
VAT) 

TOTAL PRICE FOR 4  
MONTHS (Excl. VAT) 

Queenstow n service Office 55 
 

  

 
Total cost of toilet rolls for 4 months (Exclusive of VAT) R 

 
4. CLEANING OF VEHICLES 

 

AREA / SERVICE OFFICES NO. OF 
VEHICLES 

PRICE PER 
VEHICLE PER 
MONTH (Excl. 
VAT) 

TOTAL PRICE 
FOR ALL 
VEHICLES PER 
MONTH (Excl. 
VAT) 

TOTAL PRICE FOR 
CLEANING OF ALL 
VEHICLES FOR 4 
MONTHS (Excl. VAT) 

 

Queenstow n service 
Office 

 
2 

   

 
Total cost for cleaning of vehicles for 4 months (Exclusive of VAT) R 



 

 

 

5. GARDENING SERVICES 

 

 

6. COST SUMMARY 

 
 

 
 

 
 
 

  Name of Bidder: ___________________________________________ 
   
  Position: ___________________________________ 

 
  Signature of Bidder: ________________________________ 
 

 
 

 
 
 

 
 

AREA/ SERVICE OFFICES PRICE PER MONTH (Excl VAT) TOTAL PRICE OF GARDENIN G  SERVICES 
FOR 4 MONTH S (Exclusive of VAT) 

Queenstow n service Office   

Total cost for gardening services for 4 months (Exclusive of 
VAT) R 

ITEM QUANTITY TOTAL PRICE FOR 4  MONTHS (Excl. VAT) 

 
CLEANING SERVICES 

 
529m² 

 

LABOUR COSTS 3 
 

TOILET ROLLS  
 

CLEANING OF VEHICLES 2 
 

 
GARDENING SERVICES 

Size to be verified during 
Compulsory site visit 

 

SUBTOTAL 
 

VAT 
 

GRAND TOTAL 
 



 

 

ANNEXURE C: SITE INSPECTION (CHRIS HANI DISTRICT OFFICE) 

 
 
 

RFQ NUMBER :                                                                                  

INSTITUTION VISITED:    

 
 

This is to certify that a representative from 
 

 

(NAME OF BIDDER) 
 

has visited and inspected the office / institution on the: 

(Date)   

and has, therefore, acquainted him/herself with the facilities and circumstances. 
 
 
 

 

Signature of bidder Date 

 
 

Departmental Office Stamp & Date 
 
 
 

 

HEAD OF INSTITUTION 

DATE:    

 
 
 
 

 
 
 
 
 
 
 
 



 

 

 
 
 
 
 
 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 



 

 

 

 


