
          Pune Management and Security Pvt Ltd.
            Labour Contract, Security Services & Facility Management.
Address    Shop no 05, Sadguru Plaza, Thermax Chowk, MIDC ‘G’ Block, Chinchwad, Pune.
                  Pin Code-411019. Phone: 020-27370055. Mob: 9960238888, 7721077777. 
                  Website: www.punemanagements.com  Email Id : swaghe.pune@gmail.com

Subject: LETTER OF INTRODUCTION & QUOTATIONS.

Kind Attend Respected Sir/Mam,  __________________________________________________
 

      We have the pleasure in introducing ourselves “Pune Management and Security Pvt Ltd.” to
you. We are providing our services of highest standards to nearly 20th renowned organization and we
have maintained a good record of professional services with our customers.

      We have always aspired to keep our clients requirements at the top of our agenda irrespective Of
all the constraint and our commitments and we have maintained our relationship for more than a
decade with our esteemed clients. It is due to dedication, hard work, and practical strategic approach
that we have been able to carve a niche for ourselves in the industry.

      We have started our activity with name “Viraj Manpower Services “from year 2008 with team
of  200  employees in  various  companies  and  Industries  in  Pune,  Pimpri  Chinchwad;  specially
medium scare & Ltd companies. We are requesting to please give us opportunity to associate with
your well known and esteemed organization in Pune region.

“You ask us! We'll provide it…..!!
 Total solution for all types of Manpower and Security Services …”

      We hope this will be the beginnings of a good relationship between your organization & our firm
with  this  introduction.  We  are  glad  to  introduce  ourselves  to  you  as Pune  Management  and
Security Pvt Ltd., one of the leading Labour Contract Supplier & Security Services in Maharashtra.

       We have work force of skilled, semi-skilled, unskilled as well as experienced worker & staff
member to various factories. PMSPL Provides the job which is best suited for you. PMSPL always
give opportunities to seekers with profits. People say that opportunity knocks only once but with us
we provide opportunities every time there is a probability. You need to be in touch with us if you
wish to earn profit.  PMSPL provides infinite Opportunities but the growth part has to be done on
personal level.

 LABOUR SERVICES:
      We provide trained Workers to our client and provide skilled, Semi-skilled and unskilled labour
such as Welder, Fitter, Turner, Miller, Molder, CNC/VMC operator, Die Maker, Electrician,  etc.
and  other  labour  i.e.  Waiters,  Helpers,  Sweepers  and  Packer,  House-Keeper.  We  also  appoint
supervisor who regularly supervises the staff and is always available for the customer’s Problem.
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 HOUSE-KEEPING SERVICES: 
         We provide trained staff to our client where the house-keeping personnel are specially given    
 Training in the latest mechanized house-keeping. As per the need of the customer, we also put        
 Machines  in  use  so  that  there  is  no  Lapse  in  our  cleaning,  which  may  occur  due  to  manual
methods.  We also appoint house-keeping supervisor who regularly supervises the house-keeping
staff and who is always available for the customer’s problem.

DAILY HOUSEKEEPING:

 Dusting of table top, paneling & overall cleaning of the specified area
 Cleaning of partition & window glasses from the inner side where accessible
 Removal of strains from table tops & walls (where washable)
 Servicing of toilets throughout the day
 Polishing of Metal strips /signs/panels. Artifacts if any 
 Cleaning of back Entrance, fire exit main & rear stairways & other common areas
 Emptying of all waste bins after office Hours 
 Removal & disposal of dry garbage

 SECURITY SERVICES:

Our Mission 
To  establish  essential  business  partnerships  with  clients,  promoting  a  safer,  more  secure
environment, while contributing to our client’s profitability as a value-added security service. 

Our Vision 
To be widely regarded as the contract security provider of choice, offering the highest levels of
service and unsurpassed response to the needs of our clientele. 

Our Values 
PMSPL to act ethically and honestly. Respect Treat others with courtesy and fairness, supporting a
culture of diversity and inclusion, with appreciation for different opinions and ideas, honoring the
beliefs of our clients, employees, and the communities in which we serve. Teamwork we promote a
diverse team working toward a common goal. 

Our Recruitment Process for Hiring a Security Guard

1.   Announcement of the job position
To hire a security guard, you must first  announce that there is a vacant job position. This  way,
interested candidates will be aware. The more weight you throw behind this publicity, the brighter
your  chances  of  hiring  a  competent  security  guard  (that  would  discharge  his  or  her  duties
professionally and ethically) – as you would have a large pool of options to choose from. So, if you
really  want  a  large  number  of  applicants,  advertise  the  position  using  both  offline  and  online
methods – newspaper adverts, radio and TV, social media, online job boards, discussion forums, etc.

2.  Application process
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All interested candidates are usually instructed to converge at a specified location, on a specified
date.  The application process involves completion of applicant forms as well  as a test to assess
applicants’ ability to understand and write in English or any other required language, if required.

Depending on the employer’s choice, the test may include assessments of applicants’ computer,
mathematical, and other skills required to assess verify their qualifications and ability to take up the
job. But if an employer doesn’t really require applicants to have a particular skill, they are not tested
based in that skill.

3.  Verification of qualifications
Before proceeding with the next procedures, employers should carry out various background checks
to verify the qualifications as well as criminal records of applicants. Since no one wants to hire an
ex-convict as security guard, to double check all claims at an early stage in the recruitment process is
only a smart move. 
Contact the police department in your state for a background criminal check. (This  may attract a
very cheap fee or may be free). And contact the institutions to verify academic credentials. If any
applicant is found to have tendered false or misleading information about their qualifications and
past, such applications are weeded off immediately.

4.  Interview
After the above-mentioned stages, applicants are interviewed extensively by either the employer(s)
or third parties delegated to handle the process. The interview is aimed at testing the confidence and
communication skills as well as other qualities that are of interest to the employer.
During the interview, applicants are asked important questions that will help the interviewers make
the right choice. Answers given by the applicants during the interview are used to assess various
qualities, such as integrity, selflessness, professionalism, respect for others, loyalty, and so on.

5.  Medical check
One or more applicants would have already been shortlisted after the interview. These applicants
would  be  requested  to  submit  the  results  of  specified  medical  tests,  such  as  drug  and  alcohol
screening, urinalysis, blood analysis, etc. A medical check is necessary, as it reveals whether or not
an applicant is healthy and fit enough to take up the security guard job, which could be very boring
and tiring at times.

6.  Final selection
Using the results of the screening test, medical checks, and background investigation, employers or
recruiters choose one or more (depending on number of available slots) successful applicants for the
position. After the selection, successful applicants are contacted and given further instructions on
what to do next.

7.  Orientation
No matter how much of previous experience a newly hired security guard may have acquired, he
would  receive  an  orientation  from  the  new employer.  During  the  orientation,  the  newly  hired
security guards are enlightened about their employer as well as the facilities they would guard. They
are given every piece of information that they need for them to play their roles efficiently.
There you have it. You have just been walked through the recruitment process for hiring security
guards. If you have been wondering how to choose the best guard, follow these steps, and you will
choose right.
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Recruitment Rules 
 21 years old minimum age 45 years maximum.

        Pass criminal background check 
         Pass motor vehicle record check 
        Extensive reference checks 
        Heavy recruitment from ex-military and law enforcement Exceptional training in the 
          Classroom and on-the-job field training 
        Detailed report writing skills 
        Specialized skills available 
         Highly motivated employees 24/7 hours Supervision 
        Management on duty by 24/7 hours 
        Patrol Service 
        Fire Watch Systems
        Executive Protection 

                                   Top 10 Duties of a Security Guard 
1.  To be clearly visible 
One of the duties of a security guard is to make his or herself clearly visible, as this would deter
criminals. Most burglars, shoplifters, muggers, and other criminals would think twice if they see a
security guard on duty. So, being visible is one of the ways by which a security guard foils theft,
damage, personal injury, and other dastardly acts.

2.  To be vigilant
A security guard watches out for any strange thing that may mean harm. For this reason, he must
have very keen senses of sight, hearing, and smelling. He should be able to smell it when a cable is
burning or when a chemical is leaking from its container. He should be able to detect strange sounds,
such as when someone is secretly trying to open a door. He should be able to sense it when someone
is cleverly trying to divert his attention off his duty. And he should be able to interpret quickly
whatever he sees. So based on these responsibilities, someone who is short-sighted or long-sighted
won’t make a good security guard.

3.  To respond quickly and correctly during crisis
Not only does a security guard sense crisis; he acts fast to control the situation. So, a security guard
must always be at alert to avoid being caught unawares. How a security guard responds to crisis
varies  depending  on  the  threat.  A  security  guard  must  know  how  best  to  respond  to  various
dangerous situations.
4.  Observing and reporting
Even after a dangerous situation has been successfully averted, a security guard must not relax yet.
He should keep observing until he is sure that there are no more problems. After a crisis, a security
guard should report the incident to his supervisor, the police or the appropriate authorities (such as
the fire services in the case of a fire outbreak). This way, further steps would be taken to avert a
future recurrence.
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5.  Getting help
During some very dangerous situations (such as armed robbery attacks or assaults  with deadly
weapons), a security guard may be unable to handle the situation. In that case, he would need some
help, and he should waste no time in calling the police. By getting help this way, loss of lives or
property would be averted.

6.  Checking and monitoring
Sometimes, a security guard would be required to maintain certain rules and policies as laid down by
his employer. Individuals may require that visitors be searched before granted entry or that only
visitors  for  which  an  appointment  has  been  earlier  fixed  should  be  granted  entry.  Similarly,
organizations may require their employees to show their ID cards before being granted entry into the
work premises. In such cases, a security guard must check and ensure that all the rules and obeyed.

7.  Maintain order among people
Security guards are usually present in large gatherings, such as parties and political or religious
assemblies. This is to ensure the safety of lives and property and also to prevent stampedes and
breakdown of law and order.

8.  Receiving guests
If a security guard positions at an entrance, chances are, he will double as a receptionist because he
is usually the first to receive guests and show them their way. This additional duty requires a security
guard to be very friendly, approachable, and willing to help others.

9.  Offer safety warnings and tips
Among the responsibilities of the security guard is to give tips and precautions to his employers on
how to prevent security-threatening situations. He should also explain the likely consequences of
ignoring these tips, as a way of convincing his employers to adhere to his advice. In addition, a
security guard should do his best to ensure that all safety precautions are adhered to.

10. Performing other special duties
Some security guards, especially those hired by individuals, do more than their primary duty most of
the  time.  They  may  be  saddled  with  additional  responsibilities,  such  as  receiving  phone  calls,
responding to text and email  messages, and running vital  errands for their  employer.  If  you are
planning to take up a full-time or part-time security guard job, keep in mind that you will be required
to perform these duties.

TERMS OF CONTRACT
1. All the contract labour will be paid as per the direction issued from time to time by your    

office. However, these wages will not be less than the minimum wages fixed under Minimum      
    Wage Act.

2.  Any increase due to revision of Basic Minimum wages and Special Allowances declared by
     Government of Maharashtra from time will be claimed for payment to the individuals.

3.  All statutory dues on account of group insurance/ESI, PF, over time as and when instructed,
    Will be payable by you when it is duly claimed by us through our monthly bill.

4.  Incase of termination of any contract Labour, statutory payments including Retrenchment
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  Compensation Notice pay, Gratuity, Leave, encashment and other legal dues payable to the      
  Contract employees employed by us will be paid by you to us.

5.  In addition to the above 10% Administrative charges on the total bill will be charged and
     Submitted to you every month.          
        
6.  All the required register under the Contract Labour Act, payment of wages Act 1936, 

  Provident Fund and ESI will be maintained by us and whenever necessary these will be 
     Submitted to you for inspection.

7.  Calculation of wages, Group Insurance/ESI, PF as end when applicable and payment to the
     Contract Labour will be made within specified time i.e. on or before 7th of every month and      
     The Bill will be submitted to you for your approval on or before 3rd of every month for   
     Payment.

 
8.  The payment of the contract labour will be made within 4 days after the submission of the   
     bill to make payment to payment of Wages Act, 1936.

9.  Charges towards ESI/Group Medical Insurance, Provident Fund Contribution, Bonus,  
     Gratuity will be as per the provision under the Said Act.

10. It us further classified that the terms of contract have been fixed on the basis of the existing  
      provisions of laws. If the same is subject to any change, additional change will be borne by
      your company.
                                Our Registration No.

       1)  Shop Act .License No.     :   1631000310398911   
  
       2)  Provident Fund A/c No.  :   MH / PU / PUN / 1500399     
 
       3)  E.S.I.C.No.                        :   33000490060001099

       4)  Service Tax No.                :   AAICP6407BSD001

       5)  Pan No.                             :   AAICP6407B               

       6)  PTRC NO.                        :   27351222295P

                                       ANNEXURE

1. Wages fixed by you / or minimum wages as per Act whichever is more.

2. 4.75% of ‘A’ as Employers Contribution towards ESI/ Medical Insurance.

3. 13.36% of ‘A’ as Employers Provident Funds Contribution.

4. 10% on ‘Gross Wages’ as Service Charges.
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5. Service tax on the total bill amount as per Act.

       Plus Employers Contribution Twice in year under Labour Welfare Fund Act, i.e. in 
June and December every year. Bonus, Leave Wages, Gratuity etc. Whenever applicable 

Our Satisfied Client List  

1)  Mahindra Composites Ltd., Pimpri
2)  Mahindra Conveyor Systems Pvt. Ltd., Pimpri
3)  Khosala Engineering Pvt. Ltd. Chinchwad
4)  Saki Auto Products Pvt. Ltd., Pimpri 
5)  Saki Auto Products Pvt. Ltd., Chinchwad 
6)  Jyoti Tooling & Press Components Pvt. Ltd., Moshi 
7)  Siddheshwar Industries Pvt. Ltd. Pimpri  
8)  Siddheshwar Industries Pvt. Ltd. Chinchwad 
9)  Sahyog Auto-Component Pvt. Ltd. Kudalwadi 

10)  Jyothi Dies & Pressing Pvt. Ltd. Moshi 
11)  Galaxy Tooling Pvt. Ltd. Chikhali
12)  Pai Brothers Pvt. Ltd. Bhosari
13)  Frontline Electronics Pvt. Ltd Bhosari
14)  Premier Seals Pvt. Ltd, Chinchwad
15)  Ameya Industries, Chikhali
16)  Dolphin Industries, Kudalwadi
17)  Vasant-Leela Hsg Soc ‘A’ Wing, Chikhali, 
18)  Vasant-Leela Hsg Soc ‘B’ Wing, Chikhali
19)  Ridhi-sidhi Hsg Soc, Pradhikaran
20)  Kothari Wheels, Chinchwad 
21)  Hotel Blue Water (3 Star Hotel) Ravet
22)  Hotel Bridge Point Ravet 
23) Prothom Industries Pvt Ltd.Bhosari
24) DTDC Express Ltd. Dighi.

   We promise you that we will have give you best of our service & hope that you will give us a
Chance to services with your organization.

           Looking forward your kind accepta111nce of our quotation.   

   Contact: Mr. Santosh G. Waghe (Director) 
   Contact No. 9960238888 / 7721077777                         
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