RHB &

TENDER NOTICE:

Ver.01

Appointment of Mailroom Management (3rd Party Management) FY2025 -
2028 (3 years)

Self-Registration Closing Date: 23" June, 2025
Self-Registration Link (Required for new vendor only):

https://www.rhbgroup.com/malaysia/group procurement

Please proceed to perform supplier self-registration if the following requirements are met:
Minimum company paid up capital and shareholder fund of RM200,000
Preferably with past experience with at least 2 financial institutions

Minimum 3 years of operation

H wonNoe

Mandatory requirements:
e Vendor Experience & Recognition
a. Vendor should able to maintain the pricing for 3 years.
b. Vendor must have all below documents:
i Company’s operating license with MCMC
o License A —for domestic and international inbound/outbound services

o License B — for domestic and international inbound services Only (Uses
agent for outbound services)

ii.  Company’s quality certification (ISO9001)
iii. Company achievement / recognition certification
iv.  Clarification on the scope of service allowed under the license.
V. List of existing financial institution using the service
e Staffing & Support Equipment/Vehicles Geographical coverage: All Malaysia
a. Must be able to provide manpower and equipment to manage the mailroom
e Confidentiality & Security

a. Must have policy which requires staff to execute confidentiality agreement to
preserve customer data.

b. Screening of employees during hiring process should be in accordance with policies,
standards and/or procedures which is outlined by the authority.

c. Must have an independent 3rd party auditor to certify your processes & facilities.


https://www.rhbgroup.com/malaysia/group%20procurement
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a. Must have written documentation of processes & procedures (user manual) with
regards to overall mailroom operation

b. Vendor should be able to provide equipment details & required infra to manage the
mailing room.

e |ndemnity
a. Tenderers must follow and agreed all RHB Banking Group requirements.
b. To sign service agreement for 3 years (2025 — 2028).
e High Level Scope:
a. Professionalism in servicing and able to meet tight deadline during critical situations.

b. Equipped with strong helpdesk setup with tracking mechanism to smoothen two-
ways communication between vendor and complainant.

c. Responsive for enquiries, requests and cases lodged by RHB Banking Group team in
HQ.

d. Coverage of below entities:
i.  RHBBank Berhad
ii. RHB Investment Bank Berhad
iii. RHB Islamic Bank Berhad
iv. RHB Insurance Berhad
V. RHB Asset Management Berhad
vi. RHB Property Management Sdn Bhd
vii.  RHB Kawal Sdn Bhd
viii.  RHB Trustees Berhad

iX. Malaysian Trustees Berhad




RHB Centre Mailroom

		To manage the Mailroom of RHB Bank Berhad  & RHB Investment Bank from Monday to Friday – 8 hours a day (save and except for public holidays) for
RHB Bank Berhad to carry out the scope of work as further set out in Schedule below hereto at RHB Bank Mailroom & RHB Investment Bank Mailroom Operation at 
Basement 1, RHB Centre, Jalan Tun Razak, Kuala Lumpur.



		No		List of duties/activities		SLA		Average Daily Mails Volume		Proposed Hed count		Rate Per Month (RM)

		1		Mailroom Supervision

				To ensure mailing room is restricted and outoff bound to non authorised personnel.

				Prepare and submit End of Day Checklist Report

				Ensure specified and trained personnel may do relief work as replacement. The relief staff must be notified to RHB and procure the authorization		Daily

				To monitor and supervise day to day operations

				To prepare and submit daily / weekly /monthly reports on mail volume/postage etc

				To record postage / courier expenses by user and department.

				Liaison office and provide advisory service on matters pertaining to mailing or operations.

		2		Incoming mail 

				Collect all mail from GPO Kuala Lumpur and send it to RHB Mailroom

				To sort incoming mail from GPO by department to pigeonholes.		Process all the incoming mails on the same day   		29,641 pcs

				To sort the return mails and place them into the department's pigeonholes.

				To accept an incoming courier item and record the consignment note number and address.

				To accept incoming hand delivery and record it in the registrar book 

				To ensure all incoming mails are collected by the user within the given SLA.

		3		Outgoing mail (mails, pin mailer, courier and register mails)

				Purchase of Register barcode at GPO Kuala Lumpur

				To paste the registered barcode, to key in the barcode detail in the logbook, and to prepare the posting docket		Process all the incoming mails on the same day   		3,190 pcs

				To record consignment note details in the logbook and prepare a summary before handing over to the service provider.

				To deposit all mail and pin mailers that need to be digitally stamped at the GPO office on a daily basis and submit back the deposit docket to Group Admin. (Franking & Pin mailer)

		4		Internal Delivery

				To delivery and to collect mail/courier item to and from all department comprised of Tower 1, tower 2 and Tower 3 .		Daily
2 Times Daily
(10.30 am & 2.30 pm

				Upon handing over the item/document to obtain business users' acknowledgement of delivery

		5		Shredding services

				To assist business user to shred unused documents.		Upon request

		6		Dispatch Services (Same day Delivery within Klang Valley)

				The daily delivery is an average of 34 trips/locations per day, after which the 
subsequent trips made shall be chargeable.		Same day		382 pcs

				To dispatch urgent mail and documents to regular addresses and place within 35 km as follows: 		1st trip at 10.30 am            
 2nd trip at  3.30 pm 

				i. Collection from /to RHB Bangi

				ii. Collection from/to RHB Crystal Plaza, PJ

				iii. Collection from/to RHB Cards Centre, HS Lee

				iv. Regulatory bodies, RHB Branches & Client location within 35 km from RHB Centre

				TOTAL

				SST

				GRAND TOTAL (Inclusive SST, if any)



				Note:

				     i. Current scope handle by 7 staffs. 

				    ii. Do propose minimum staff to place based on scope

				   iii. To indicate additional cost per HC if required when there is project. 





RHB Bangi Mailroom



		To manage the Mailroom of RHB Investment Bank Berhad from Monday to Friday – 8 hours a day (save and except for public holidays) for RHB Bank Berhad to carry out the scope of work as further set out inSchedule below here to at RHB Bangi Bank Mailroom Operation at RHB Complex Bangi, No. 8, Jln Institusi, Kawasan Institusi, 43000 Bandar Baru Bangi.



		Job Description		Average Daily Mails Volume		Frequency		Proposed Headcount		Rate per month  (RM)

		Incoming mail & Couriers: 				Daily

		To sort incoming mails from GPO by Department to pigeon holes 		 Normal Mail -  30 pcs

		To accept incoming courier item and record consignment note number and address 		Courier - 15 pcs

		To accept incoming hand delivery and record 

		To ensure all incoming mails are collected by user within given SLA. 

		To sort the return mails and place into the departments pigeon holes.



		Franking Services: 

		To sort and arrange for delivery to RHB Centre for franking service.		10 pcs mail



		Inter-department (Pick up and delivery):

		Pick up service at lobby or within RHB and deliver as per schedule. Upon handed over the item/document, to obtain business users acknowledge of delivery.  
		2 times daily

				Daily		Daily 

		GENERAL MAILROOM ACTIVITIES

		Ensure replacement staff have adequate knowledge and familiar with RHB Mailing room and its operation 

		Ensure specified and trained personnel may do relief work as replacement.  The relief staff must be notified to RHB and procure the authorization.

		To monitor and supervise day to day operations 

		To prepare and submit daily / weekly / monthly reports on mail volume/postage etc 

		 Liaison officer and provide advisory service on matters pertaining to mailing or operations 

		To assist mailroom on other duties 

		Clean floor (All mails sent out on the same day) on daily basis.

		TOTAL

		6% SST

		GRAND TOTAL (Inclusive 6 % SST)

		Note: 

		     i. Current scope handle by 2 staffs. 

		    ii. Do propose minimum staff to place based on scope

		   iii. To indicate additional cost per HC if required when there is project. 





CP mail room

		To manage the Mailroom of RHB Investment Bank Berhad from Monday to Friday – 8 hours a day (save and except for public holidays) for RHB Crystal Plaza to carry out the scope of work as further set out in Schedule below.



		Job Description		Average Daily Mails Volume		Frequency		Proposed Headcount		Rate per month  (RM)

		Incoming mail & Couriers: 				Daily

		To sort incoming mails from GPO by Department to pigeon holes 		 Normal Mail -  30 pcs

		To accept incoming courier item and record consignment note number and address 		Courier - 15 pcs

		To accept incoming hand delivery and record 

		To ensure all incoming mails are collected by user within given SLA. 

		To sort the return mails and place into the departments pigeon holes.



		Franking Services: 

		To sort and arrange for delivery to RHB Centre for franking service.		10 pcs mail



		Inter-department (Pick up and delivery):

		Pick up service at lobby or within RHB and deliver as per schedule. Upon handed over the item/document, to obtain business users acknowledge of delivery.  
		2 times daily

		GENERAL MAILROOM ACTIVITIES				Daily

		Prepare and submit End of Day Checklist Report 

		Ensure replacement staff have adequate knowledge and familiar with RHB Mailing room and its operation 

		 Ensure specified and trained personnel may do relief work as replacement. The relief staff must be notified to RHB and procure the authorization 

		To monitor and supervise day to day operations 

		To prepare and submit daily / weekly / monthly reports on mail volume/postage etc 

		Liaison officer and provide advisory service on matters pertaining to mailing or operations 

		To assist mailroom on other duties 

		Clean floor (All mails sent out on the same day) on daily basis.

		Staff to comply to RHB Guideline to manage pandemic when required.

		TOTAL

		6% SST

		GRAND TOTAL (Inclusive 6 % SST)

		Note: 

		     i. Current scope handle by 1 staff. 

		    ii. Do propose minimum staff to place based on scope

		   iii. To indicate additional cost per HC if required when there is project. 





