	JANITORIAL SERVICES

Instructions for Establishing Contracts Within Delegated Authority (<$25,000.00)


A.
Things to Consider Before Selecting a Vendor:  (A pre-bid/site visitation is advisable for all vendors, to become familiar with the general condition and layout of premises as well as any special conditions that may be unique to this location.
· Determine what services are needed and the frequency in which they are needed

· Solicit information such as the following from vendor(s), in writing:

· Ability to meet service requirements identified

· Work Plan, including Staffing and Subcontractors

· Training and Development Plan

· Health, Safety, and Environmental Protection Program

· Quality Assurance Plan

· Proximity of company to the facility

· Equipment and Supplies

· Prior experience (references)

· Pricing

· Choose vendor that offers the best combination of the above.  If only considering a single vendor, verify that they can perform as needed based on their response to the above.  This includes determining whether pricing submitted is reasonable (may want to benchmark with other similar size facilities, especially if only requesting information from a single vendor).

B.
Things to Get After Selecting a Vendor and Before Executing a Contract:

· Meet with vendor prior to finalizing Contract

· Obtain a copy of the vendor’s Contractors Liability Insurance certificate (ACCORD).

· Obtain LEIN check information for all employees that will work in the facility.

C.
Developing Contract:

· Modify the attached Work Statement Template and Pricing Sheet to specifically meet your needs (BLUE areas on attached document need to be tailored)

· Print a copy of the General Contract Provisions Template

· Complete a copy of the Contract Cover Sheet Template

· Execute contract:

· Prepare three (3) copies of the Contract (1 master, 2 for signature)

· Have vendor sign two (2) copies of the Contract

· Agency should then sign both copies of the Contract

· Return one (1) copy to the vendor and retain one (1) copy

D.
Contract Management Considerations:

· Regularly meet with contractor throughout the contract period to discuss performance and provide feedback.  Communication should be two-way.  Make sure to issue formal Vendor Performance records in MAIN, when appropriate.

JANITORIAL SERVICES

Work Statement

I.
INTRODUCTION

This Contract is for Janitorial Services.  This section is designed to provide the Contractor with information on requirements associated with this Contract.  Quantities specified, if any, are estimates.  The State is not obligated to purchase in these or any other quantities.
II.
SPECIFIC REQUIREMENTS

A.
This contractual agreement is required to provide for janitorial services for the State of Michigan (INSERT SPECIFIC AGENCY and LOCATION OF SERVICES) located at (INSERT ADDRESS OF LOCATION).
Contractor MUST meet with agency contact person prior to starting janitorial services.

DESCRIPTION OF AREA TO BE SERVICED:  (INSERT DESCRIPTION OF LOCATIONS TO BE SERVICED)
B.
CONTRACT PERIOD
The term of this Contract is (INSERT LENGTH OF CONTRACT PERIOD) years and will commence with the issuance of the Contract.  This will be (INSERT DATE) through (INSERT DATE).
III.
SERVICE SPECIFICATIONS (INSERT SPECIFICATIONS PROVIDED BY AGENCY or make adjustments to the standard language below)
A.
SCOPE OF WORK

The Contractor shall provide all personnel, equipment, tools, materials, supervision, and other items and services necessary to perform the janitorial (housekeeping) services as described in the specifications detailed herein.  The required result is to maintain the facility(s) in such a manner as to provide a clean, healthy and safe work environment for occupants of state owned or lease office building(s). 

The specifications contained in this document have been developed to establish the minimum level of janitorial (housekeeping) services required operated by the agency.
B.
EXAMINATION OF PREMISES

Any condition which would prevent implementation of the work identified in this contract or any adverse local conditions of the work shall indicated by the Contractor to the State.  Contractor shall be held to have made such examinations and no allowances will be made by reason of error or omission to make adequate examinations.  Square footages listed herein are estimates only.  Any additional measurements are the responsibility of the Contractor. Building address(es) and contact name(s) are attached.  

C.
PRICING

All costs for supplying required insurances, employee fringe benefits, social security or other governmental business taxes must be incorporated into bid price quoted for this service.  Such costs may not be billed separately.

IV.
JANITORIAL SPECIFICATIONS

Location:
(AGENCY NAME)

(ADDRESS)

(ADDRESS)

(CITY AND STATE AND ZIP CODE)

Area to be cleaned:

______________ sq.ft. carpeted

______________ sq.ft. non‑carpeted (including restrooms, lobbies, storage, etc.)

_______ Work Stations (employees)

Services to be Performed ______ days/week (Monday thru Friday) or as prior approved by Contract Administrator.

A.
Task Definitions

The following definitions outline minimum acceptable standards for the activity to be performed.

1.
Vacuum Carpet and Spot Cleaning

Thoroughly vacuum all carpeted areas.  Move and vacuum under all easily movable objects (chairs, waste receptacles, tables on wheels, typing stands, boxes, etc.).  Be sure to replace all items moved.  After vacuuming, leave all rugs clean, free from dust balls, dirt and other debris.  Prior to vacuuming, broom all edges not reached by vacuum.  Straight suction vacuuming is not acceptable.  The agency requires that a motor driven Commercial grade vacuum with HEPA filtered exhaust or equipment that meet these standards be used exclusively in all carpeted areas where water and/or snow does not present a problem.  Empty dust and dirt from vacuum cleaner into a plastic trash bag, tie off and remove to a Dumpster.  As part of the vacuuming process, carpet spot cleaning is required on an ongoing basis.

2.
Dust Mop

Thoroughly dust mops all non-carpeted areas.  Move and dust mop under all easily movable objects (chairs, waste receptacles, tables on wheels, typing stands, boxes, etc.).  Be sure to replace all items moved.  Dust mops must be treated with water based dust control chemical. Place dust and dirt into plastic trash bag, tie off and remove to Dumpster.

3.
Damp Mop

Thoroughly damp mops all non-carpeted areas.  Move and damp mop under all easily movable objects (chairs, waste receptacles, tables on wheels, typing stands, boxes, etc.).  Be sure to replace all items after floor has dried completely.  Use a clean cotton mop head that is in good condition.  Use clean water at all times (change water often). Mop head must be only damp.  No excess water can be left behind.  Approved proper chemicals at proper dilution must be used at all times.  Finished floor must be clean and streak free.

4.
Sweeping and Damp Mopping

Dust mopping must be performed with a treated mop.  After sweeping and damp mopping operation, all floors must be clean and free from strings, bristles and dirt streaks.  Leave no dirt in corners, behind radiators, under furniture, behind doors, on stairs or landings.  Leave no dirt where sweepings were picked up.  Leave no dirt, trash, or foreign matter under desks, tables or chairs.

5.
Wet Mopping and Scrubbing

The floors must be properly prepared, thoroughly swept to remove visible dirt and debris, wads of gum, tar and foreign substances from the floor surfaces.  Upon completion of the wet mopping or scrubbing, the floor must be clean and free of dirt, water streaks, mop marks, strings; properly rinsed and dry mopped to present an overall appearance of cleanliness.  All surfaces must be dry and corners and cracks clean after the wet mopping or scrubbing.  Chairs, wastebaskets and other similar items must not be stacked on desks, tables or window sills, nor used in place of stepladder.  All furniture readily movable by one person and intended to be moved frequently must be moved during all floor cleaning operations and replaced in original positions upon completion.  Baseboards, walls, furniture and equipment must in no way be splashed, disfigured or damaged during these operations, but rather left in a clean condition.

6.
Wet Mopping

At the stated frequencies, floors must be damp mopped and buffed between regular waxing operations.  Prepare the floor by sweeping to remove all visible dirt and debris. The floor area will then be damp mopped and machine buffed to a polished appearance with a high speed buffer.

7.
Damp Wiping

This task consists of using a clean damp cloth or sponge to remove all dirt spots, streaks, from walls, glass and other specified surfaces and then drying to provide a polished appearance.

a.
The wetting solution must contain an appropriate cleaning agent.

b.
When damp wiping in toilet areas, use a multi‑purpose disinfectant/deodorizer.

8.
Stripping and Sealing

a.
Completely remove all dirt, wax and other foreign substances in returning the floor to its original surface.

b.
Apply a thin coat of sealer with caution to prevent streaking or bleaching of floor surface.  This application in preparation for waxing must be according to manufacturer's recommendations.  The stripper, sealer and wax products used must be compatible for this activity, and wax must be a minimum of 25% solids.

9.
Waxing and Buffing

Apply wax in a thin, even coat and machine buff with a high speed buffer immediately after drying.  The number of coats applied will depend on the type and condition of the floor.  All waxed surfaces must be maintained so as to provide safe ANTI-SLIP walking conditions.  Chairs, wastebaskets and other similar items must not be stacked on desks, tables or window sills, nor used in place of stepladder.  All furniture readily movable by one person and intended to be moved frequently must be moved during all floor cleaning operations and replaced in original positions upon completion.  Baseboards, walls, furniture and equipment must in no way be splashed, disfigured or damaged during these operations, but rather left in a clean condition.

10.
Wet Mopping and Buffing

At the stated frequencies, floors must be damp mopped and buffed between regular waxing operations.  Prepare the floor by sweeping to remove all visible dirt and debris.  The floor area will then be damp mopped and machine buffed to a polished appearance with a high speed buffer.

11.
Empty Waste Receptacles

Empty all containers that are provided for the disposal of waste i.e., waste baskets, torpedo type containers, sanitary napkin disposal bins, boxes, etc. into plastic bags, tie off and remove to dumpster.  Dispose of items in waste containers only unless clearly marked for disposal.  When in doubt does not remove.  Liners must be used in all waste receptacles and must be changed as needed and no less than once per month.  Waste containers in restrooms, break rooms, lunchrooms and conference rooms must be inspected daily and changed as needed.

12.
Restroom Cleaning

a.
Fill Dispensers

Dispensers of all types must be checked daily and filled when necessary (soap, toilet tissue, paper towels, sanitary napkin, etc.).  All public restrooms have electric hand dryers.  The Facility Manager will identify the few private restrooms where paper towels are used.

b.
Dusting

Completely dust all fixtures, ledges, edges, shelves, exposed pipes, partitions, door frames, tops of file cabinets, etc.  Pay particular attention to the tops of these items.  An approved dust cloth or dusting tool, treated with water based dust control chemical, must be used.  Areas not cleared by office occupant are not to be dusted.

c.
Disinfect

Clean and disinfect waste receptacles and dispensers inside and outside.  Use proper chemicals for surface to be cleaned at proper dilution.  After item has been cleaned completely, wipe item with approved *disinfectant solution and allow to air dry.

d.
Clean and Disinfect Sinks

Thoroughly clean all sinks, including bottom, faucets, and spigots, with approved creme cleanser.  Rinse thoroughly as all creme cleanser residues must be removed.  Then wipe each item with approved *disinfectant solution and allow to air dry.

e.
Clean Glass and Mirrors

Thoroughly clean all glass and mirrors using an approved alcohol based glass cleaner.  Use a soft, clean cloth.  Dry completely.  Surface should be streak, smear, and smudge free.  Make sure attached frames, edges, and shelve are also cleaned and dried as well as the glass surface.  Squeegee may be used as needed.

f.
Clean and Disinfect Toilets and Urinals

Thoroughly clean toilets, toilet seats, and urinals with approved acid free bowl cleaner, rinse thoroughly. (Approved acid cleaner may not be used more than once per month and should be used on the interior of toilet or urinal only.  Great care must be taken to avoid any chrome when acid cleaner is used).  Wipe each toilet, toilet seat and urinal completely with approved disinfectant solution.  Buff dry to a streak, smear and smudge free "shine".  Leave seats in a raised position.

g.
Clean and Disinfect Walls, Doors, Partitions and Handrails

Thoroughly clean all walls (including switch and plug covers), doors (including entrance doors inside and outside), partitions and handrails with proper approved chemicals and proper approved dilution.  Rinse thoroughly as needed, then wipe all areas with approved *disinfectant solution and allow to air dry.

h.
Damp Mop - *Disinfectant

Thoroughly damp mops all non-carpeted areas.  Move and damp mop under all easily movable objects (chairs, waste receptacles, tables on wheels, typing stands, boxes, etc.).  Be sure to replace all items after floor has dried completely.  Use a clean cotton mop head that is in good condition.  Use clean water at all times (change water often).  Mop head must be only damp.  No excess water can be left behind.  Approved proper chemicals at proper dilution must be used at all times. Finished floor must be clean and streak free. Thoroughly damp mop floor with approved *disinfectant solution.  Allow to air dry.

*  All disinfectant solutions must be changed after each restroom cleaning.  The disinfectant solution used for the damp mopping process is to be emptied down the floor drain in each restroom.  This practice will help reduce unpleasant odors coming from the floor drains.

i.
Clean and disinfect Showers, shower walls and stalls

Thoroughly clean all showers, including bottom, faucets, and spigots, with approved creme cleanser.  Thoroughly clean all walls, floors, (including plug covers), doors (including entrance doors inside and outside), partitions and handrails with proper approved chemicals and proper approved dilution.  Rinse thoroughly as needed, then wipe all areas with approved *disinfectant solution and allow to air dry.

13.
Remove Carpet Runners (as applicable)

Carpet runners must be removed from floor to allow for proper cleaning, as needed.  Be sure to remove excess water from runner with approved wet pick up vacuum before carpet runners are removed.  Carpet runners must be extracted as specified during ice melt/salt usage, to maintain a clean appearance.

14.
Replace Carpet Runners (as applicable)

After floor has been properly cleaned and is completely dry, replace carpet runners in their original locations.

15.
Clean and Disinfect Drinking Fountains

Thoroughly clean entire exterior surface with approved cream cleanser.  The grain of the stainless steel must be followed at all times.  Rinse thoroughly as all cream cleanser must be removed.  Wipe entire surface with approved disinfectant solution.

a.
Wipe Dry

Use a clean, soft cloth and wipe item dry.  The grain of the stainless steel must be followed.

16.
Stainless Steel (Brass) Cleaning (Elevators, Doors, Trim, Etc.)

Thoroughly clean all stainless steel (brass) not previously mentioned with approved cleaner and a clean soft cloth.  Great care must be taken to follow the grain of the stainless steel at all times when cleaning.

17.
Cleaning, High Traffic Areas

High traffic area is any area that would receive heavy traffic and that would require cleaning as specified. Areas would include: corridors, lobbies, waiting areas, conference rooms, or any area so designated by the Contract Administrator.

18.
Carpet Extracting

Perform vacuuming, and shampooing with commercial grade equipment only.

All carpeting, including carpet runners, must be thoroughly cleaned as follows:

a.
All movable items must be removed from area(s) to be cleaned (i.e., chairs, waster receptacles, all free standing tables, typing stands, boxes, plants, all temporary floor coverings, etc.) and area thoroughly vacuumed.

b.
Thoroughly spray next area to be cleaned with approved pre-treats or carpets lane cleaner used at approved dilution.  Spray must be applied so those fibers remain damp until cleaned.  Chemical should be left to work for 10-15 minutes

c.
Thoroughly extract all properly pretreated carpeted areas.  Agitation is necessary, using an approved motor driven brush.  A minimum of three cleaning passes and two vacuuming only must be used.  Approved equipment and chemicals, at approved dilutions, must be used.
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d.
All stains must be removed during the extraction process, using approved chemicals.  Great care must be taken to completely remove stain removal chemicals from carpet fiber.

e.
Thoroughly spray all thoroughly cleaned carpet with approved carpet fiber protector at approved dilution. Application must be made with approved sprayer.  Carpet track off mats and runners such as those found in building lobby areas, are exempt for this process.

f.
Replace all items removed for cleaning.  All items moved back into place that have metal of any type that come in contact with carpeting must be wood blocked or tabbed to keep the metal off the carpet fiber until thoroughly dry.  All blocks or tabs should be removed during the next scheduled regular area cleaning, provided the carpet is thoroughly dry.  This could take more than one day.

19.
Spray Buff Hard Floors

Hard floor must be properly prepared before spray buffing:

a.
Remove carpet runners

b.
Dust mop

c.
Damp mop

Begin spray buffing by lightly spraying area just to the left or right of approved floor machine (buffer) with approved spray buffing chemical, at approved dilution. Buffing pad must be approved and will depend on type of finish used.  Rotary floor machine (buffer) will be worked back and forth over area lightly sprayed until floor has a high, streak free luster.  Then proceed to the next area, until scheduled area is completed.

Great care must be taken to avoid using "loaded" pad (pad full of dried finish and dirt).  Flip pad over or change to another clean dry pad often.

Great care must also be taken not to allow floor machine (buffer) to run in one spot for too long to avoid burning the floor.

Floor shall be dust mopped after scheduled spray buffing is completed.

Replace carpet runners.

20.
Strip and Refinish

Close and properly mark area "closed".  Remove all movable objects from area.

a.
Apply approved stripping solution at approved dilutions to area to be stripped.  Allow solution to stand according to approved manufacturer's recommendations. Do not allow solution to dry out or stand too long. Any finish or dirt must also be removed from walls, doors, baseboards, etc. at this time.

b.
Thoroughly agitate all floor area to remove all old finish with approved strip pad.

c.
Use wet vacuum to pick up old finish and stripper.

d.
Thoroughly mop rinse areas with clean cotton mop and clean water.  Make sure walls, doors, baseboards, etc. are also thoroughly rinsed.

e.
Thoroughly mop rinses areas a second time with clean cotton mop and clean water with approved neutralizer/conditioner chemical at approved dilution.  Make sure walls, doors, etc. are also thoroughly rinsed.

f.
Allow floor to air dry.

g.
If any old finish remains, repeat "a" through "f".

h.
Continue "a" through "g" until scheduled area is properly stripped and/or rinsed.

i.
Apply thin coat of approved sealer with approved clean nylon or rayon mop head or approved clean applicator. Stripping solution finish and sealer must not be slopped on walls, doors, etc.  Allow sealer to thoroughly dry.

j.
Apply second coat of sealer as described in "i" above. Allow sealer to thoroughly dry.

k.
Apply top coating and second coat of approved floor finish.

21.
Scrub - Restroom Floors/Hard Surface Stairwell Floors

Close restrooms.  Remove all movable objects from area

a.
Apply approved cleaning solution at approved dilution to area to be scrubbed.  Do not allow solution to dry.

b.
Quickly agitate small section coated with solution with approved stiff bristle brush.  Be sure grouting is clean.

c.
Use wet vacuum to pick up dirty solution.

d.
Thoroughly mop rinses area with clean cotton mop and clean water.  Make sure all walls, doors, etc. are also thoroughly rinsed.

e.
Thoroughly mop rinse a second time with clean cotton mop and clean water.  Make sure all walls, doors, etc. are also thoroughly rinsed a second time.

f.
After floor is thoroughly dry, replace all objects moved from area.  Remove signs and reopen.

g.
Scrub all walls including partitions

22.
Wall Spot Cleaning

Thoroughly clean all spots, smudges, stains, etc. from walls, partitions and modular partitions using approved chemicals at approved dilutions.  Wipe dry with clean soft cloth.  Also thoroughly clean all interior glass with approved alcohol based glass cleaner and wipe dry with clean dry cloth.  All surfaces must be dirt and streak free.

23.
Dusting

Thoroughly dust all vertical and horizontal surfaces in all cleanable areas with approved dust cloth or tool treated with an approved water based dust control chemical, up to and including ceiling vents, air bars, and lighting devices, window blinds, etc.

Do not move dusting residue from spot to spot, but remove directly from the areas in which dirt lies by the most effective means appropriate; treated dusting cloths or vacuum tools.

a.
Leave no dust streaks.

b.
Leave corners, crevices, molding and ledges free of dust and cobwebs.

c.
Leave no oil spots or smudges on dusted surfaces caused by dusting tools.

Horizontal surfaces include, but are not limited to, counter tops, file cabinets, tables, coat-racks, etc.  Telephones, ashtrays, etc., must be lifted and dusted under.  Do not disturb work papers.

Dusting high and low includes, but is not be limited to, partition tops, pictures, chair rungs, etc.

Window hangings are either venetian blinds or drapes.  Dust venetian blinds.  Lightly vacuum drapes.

24.
Remove Recyclable Paper

Pick up all recyclable paper from marked containers centrally located throughout each building and remove to designated containers in the loading dock area.  This does not include individual boxes on desks.

25.
Clean Air Bars and Vents

Vacuum excess dust and dirt from air bars.  Damp wipes clean with approved disinfectant solution and wipe dry.

26.
Lobby Glass Cleaning

Glass Cleaning is a part of the overall task of lobby cleaning.  Glass cleaning shall be performed as specified.  It is expected that all lobby glass, including doors, revolving doors and windows (to the limit of reach from floor level) shall be spot cleaned inside and out.  All handprints, smudges, and soil are to be removed during the performance of this task.  If necessary, clean the entire door, revolving door or window to accomplish clean glass.

27.
Ashtrays and Surrounding Areas

Ashtrays placed on the exterior of the building shall be emptied and cleaned as needed to maintain a clean appearance.  The areas immediately surrounding such ashtrays and adjacent building entrances are to be included as part of this cleaning task.  Sweeping and removal of cigarette butts and emptying of ashtrays as specified.

28.
Vacuum fabric modular walls & fabric chairs (upholstered furniture)

Using suction type vacuum, will vacuum all fabric on modular walls and all fabric covered chairs leaving all fabric clean, free from dust balls, dirt and other debris.

29.
Emergency clean up/additional services

The Facility Manager shall assign, as needed, cleanup duties to the contractor when construction or remodeling has been completed or when an emergency occurs.  Cleaning tasks would include: dusting, vacuuming, mopping, carpets extraction, window washing, etc.  Payment will be according to the note per hour specified on the pricing sheet.

NOTE:     Services requested by the Facility Manager and performed by the contractor, which are beyond the scope of this service contract, shall be billed separately at the hourly rate quoted by the contractor for emergency services/additional services.

30.
Scheduled services

Each building shall have a schedule of periodic cleaning approved by the assigned facility manager for that location.  Both facility manager and contractor supervisor will use this schedule.  This schedule shall include the following:

Building name

Service to be provided

Month in which periodic is to be completed

Date when service was completed and billed

Cost for that service

31.
Miscellaneous

a.
Rubbish removal from a central location is the responsibility of the State.  Contractor must bag all waste material and place inside containers provided for that purpose.

b.
IF SO MARKED UNDER REPLENISHABLE SUPPLIES, the contractor is responsible for the purchase and supply of sanitary napkins and dispensers.  All profits from the sale of such items would belong to the contractor.

32.
All hazardous conditions, such as burned out lights, loose railings, etc., must be reported by janitorial staff to contract supervisor, who must then notify building manager in writing.

V.
CLEANING TASKS FREQUENCIES

A.
DAILY SERVICES:  MONDAY THRU FRIDAY
1.
ROOM CLEANING - Office Areas, File Rooms, Libraries, Conference Rooms, etc.

a.
Empty waste receptacles and remove waste to designated area.

b.
Wash or damp wipe, inside and outside, all waste receptacles presenting a soiled or odorous condition.

c.
Replace liners when torn or soiled.

d.
Empty and clean ash receptacles and sift‑clean in sand‑type receptacles located outside the building.

e.
Dust mop all non‑carpeted floors.  Damp mop all spills.  Buff floors, applying spray wax if needed.

f.
Thoroughly vacuum all carpeted floors including corners, and underneath partitions each and every day.  (Refer to General Definitions for quality of care expected.)

g.
Spot clean all carpeted areas.

h.
Remove all mats and runners and clean floor area underneath.  Clean all mats and runners by best means.  Replace all mats and runners.

i.
Clean and disinfect drinking fountains.

j.
Clean and polish all entrance glass.

k.
Move all lobby chairs and clean floor area underneath and replace chairs in proper place.

2.
RESTROOMS

Restrooms:                Units                sq. ft. Floor Space (included in non‑carpeted floor space)

a.
Clean and sanitize all units.  Clean pipes beneath all sinks.

b.
Clean mirrors and counters and polish chrome.

c.**
Refill dispensers.  (See section:  Replenishable Supplies).   

d.
Empty and disinfect all sanitary napkin receptacles. 

e.
Sweep and damp mop floors with a germicidal solution paying special attention around wash bowls, toilets and urinals.

f.
Empty waste receptacles.

g.
Clean switch, door and kick plates.

h.
Maintain floor traps free of odor.

i.
Clean and sanitize wall hand-dryers.

3.
DAY TIME SERVICE (To be priced separately, see Pricing Sheet) 

________ hours of service per day shall be performed between _________ AM and ________ PM.  Scheduling of the following services will be established by the Contract Administrator.  These services must be performed in a manner least disruptive to the normal office operations.

a.
Touch up heavy traffic areas (including floors, carpeted and non-carpeted).

b.
Clean areas as needed throughout the offices.

c.
Tidy common areas such as restrooms, aisle-ways, waiting rooms and lunchroom.

B.
WEEKLY SERVICE 

1.
ROOM CLEANING - Office Areas, File Rooms, Libraries, Conference Rooms, etc.

a.
Dust high and low, including clocks, all surfaces on which dust gathers.

b.
Clean all cleared desk and counter top areas with approved desk/counter cleaner.

c.
Remove all cobwebs, clean baseboards.

d. Clean, spray wax, and buff all vinyl composite floors.

e. Thoroughly clean and scrub by agitation (with hand brush or mechanical machine) all ceramic tile surface floors.

f.
Clean by most appropriate means all lobby furniture.  Wash thoroughly all children's furniture and fiberglass/vinyl furniture.

2.
RESTROOMS 

a.
Clean partition walls and doors with germicidal solution, 
making sure to thoroughly rinse.

b.
Clean and buff vinyl composite floors, with special attention to grouting, corners of floor, baseboards, and stalls.

c.
Thoroughly clean, scrub by agitation (with hand brush or mechanical machine), and disinfect all ceramic tile surface floors, with special attention to grouting, corners of floor, baseboards, and stalls.

d.
Spot clean walls around sinks, waste receptacles, behind 
urinals and toilets.

e.
Dust radiators, grills, ledges, etc.

C.
MONTHLY SERVICE
1.
ROOM CLEANING - Office Areas, File Rooms, Libraries, Conference Rooms, etc.

a.
Dust/vacuum window hangings.

b.
Clean all carpeted areas of heavy traffic showing noticeably greater soil than general area.

c.
Spot clean walls, doors, etc., removing all cobwebs, finger prints, smears and stains.

d.
Clean partition glass.

e.
Vacuum exposed air bars and heating outlets.

2.
RESTROOMS

a.
Wash with germicidal solution entrance doorways, ledges, etc.

3.
WINDOWS ‑ MONTHLY

Wash all exterior windows inside and outside (weather permitting).

Note:   Window cleaning which requires the erection of scaffolding must be contracted separately and is not made part of this specification; however, windows reachable by stepladder are included.

D.
QUARTERLY SERVICE
Schedule to be set up with Office Manager at beginning of contract period.  Any deviation from established schedule must be pre‑approved by Office Manager.  This service is to be priced separately from estimated monthly cost.

Strip, seal, wax and buff all hard surfaced floors:  Heavy traffic areas (including restrooms, unless floors are ceramic tile).

E.
SEMI-ANNUAL SERVICE
Schedule to be set up with Office Manager at beginning of contract period.  Any deviation from established schedule must be pre-approved by Office Manager.  This service is to be priced separately from estimated monthly cost.

1.
ROOM CLEANING - Office Areas, File Rooms, Libraries, Conference Rooms, etc.

a.
Shampoo or steam clean carpets by commercial methods:  Full contract area.

b.
Strip, seal, wax and buff all hard surface floors:  Full contract area (excluding ceramic tile floors).

c.
Clean light fixtures lens.

F.
SUPPLEMENTARY TASKS
1.
Remove light bulbs as needed.

2.
Recycle Paper must be moved from centralized locations throughout the office to designated areas once per week or as needed.

**RESPONSIBILITY FOR REPLENISHABLE SUPPLIES**

a.
Paper towels
        by agency
        by contractor

b.
Toilet tissue
        by agency
        by contractor

c.
Hand soap
        by agency
        by contractor

d.
Plastic liners
        by agency
        by contractor

e.
Sanitary napkins
        by agency
        by contractor

***ALL CLEANING SUPPLIES ARE TO BE PROVIDED BY THE CONTRACTOR***

VI.
OTHER REQUIREMENTS

A.
SUPERVISION
Competent supervision is to be furnished by the contractor, and these services must be satisfactory to the State.

Keys to the building will be furnished by the State.  Any such keys must not be duplicated.

The Contractor must maintain a secure environment while cleaning the facility.  No one is allowed into the facility other than those individuals responsible for performing janitorial services.  The contractor must lock the building when leaving and secure gates (if applicable).  In locations that include a security alarm system, the contractor must also properly set the security alarm when leaving the building.  Failure to maintain a secure environment, properly lock the building and the gates or set the security alarm (where applicable) will result in a complaint to vendor and possible cancellation of the contract.  Any cost incurred from a security service or local police for false alarms caused by failure of the Contractor to properly set the security alarm will be the responsibility of the Contractor.

In addition, should the contract be canceled for failure to lock the building, or properly set the security alarm, the cost of changing the building locks and re-coding the security alarm, if applicable, will be charged to the contractor.  These costs may be deducted from the monthly payment due the contractor.

The Contractor shall exercise all supervisory control and general control over all day-to-day operations of his/her employees including control over all workers duties.  The contractor shall also be responsible for payment of all wages to employees, taxes and fringe benefits, sick leave, pension benefits, vacations, medical benefits, life insurance, or unemployment compensation or the like.  The contractor shall discipline his/her employees, as needed including firing and hiring.

B.
TRAINING AND DEVELOPMENT

Contractor shall employ personnel capable of fulfilling the requirements of this contract and shall provide a training and development plan for contractor personnel.  The plan shall include the following:

1.
Qualifications of instructors, supervisors and/or job coaches responsible for training and development.

2.
Task analysis identifying knowledge and skills required for each custodial/janitorial activity.

3.
Training objectives and methods of verifying competency of all contractor personnel.

The contractor shall submit a Training and Development Plan with the proposal (needs to be included with bid document).  The plan must be acceptable to the State.  The contractor shall not begin work under this contract until the Training and Development Plan, incorporating any changes required, has been approved by the State.  The contractor shall maintain and update the plan annually and within 30 days of the start of any extension.

For clarification purposes, the Contractor’s Training and Development Plan shall be considered as work or service and shall be subject to acceptance throughout the term of the contract, to include any extensions of contract term.  The contractor shall notify the Contract Administrator in writing of any proposed change to the Contractor’s Training and Development Plan.  No change will be implemented prior to review and approval by the State Contract Administrator.

The Contractor must allow janitorial staff to participate in special training programs which may be offered by the agency during normal working hours.  The Contractor will be responsible for any wages due the contractor’s employee during such time.

C.
HEALTH, SAFETY, AND ENVIRONMENTAL PROTECTION

The Contractor shall conform to all applicable Federal, State and local laws, and to the requirements of this contract.  In performing work under this contract at State of Michigan facilities, the contractor shall:

Take all reasonable steps and precautions to prevent accidents and to preserve the health and safety of visitors, contractor personnel, and State personnel performing or in any way coming into contact with the performance of this contract;

Take all reasonable precautions to prevent the release of hazardous chemicals into the environment; and

Take such additional precautions as the Contract Administrator may reasonably require for health, safety, and environmental protection.

Any violation of these health, safety, and environmental rules and regulations, unless promptly corrected as directed by the Contract Administrator, shall be grounds for termination of this contract in accordance with the Default Clause of this contract.

1.
Damage Reports.  In all instances where State property or equipment is damaged, the Contractor shall submit to the Contract Administrator a full report of the facts and extent of such damage--verbally within on hour, and in writing within 24 hours of the occurrence.

2.
Accident Reports.  The Contractor shall comply with State of Michigan, OSHA and other regulatory agency requirements for record keeping and reporting of all accidents resulting in death, trauma, or occupational illness.  The Contractor shall provide a verbal report to the Contract Administrator within one hour of occurrence and a written follow-up report to the Contract Administrator within 24 hours of occurrence.

3.
Chemical Spills.  The Contractor shall provide a plan addressing incidental and emergency spills of any chemicals brought on-site.

4.
Hazard Communications.  Contractor must maintain two, update Material Safety Data Sheet (MSDS) files on-site; one placed in Contract Administrator’s office and the second in the contractors office or Janitors Closet.  Refer to Section I-JJ - Right to Know (Act 80 of 1986) of this contract.

D.
QUALITY ASSURANCE PLAN

The Contractor shall submit a Quality Assurance Plan, and the plan must be acceptable to the State.  The Contractor shall not begin work under this contract until the Quality Assurance Plan, incorporating any changes required has been approved by the (INSERT SPECIFIC AGENCY).  The Contractor shall maintain and update the plan annually and within 30 days of the start of any extension.  The Contractor’s Quality Assurance Plan shall include: (1) the names and qualifications of individuals performing inspections and the extent of their authority; (2) methods of identifying deficiencies in the quality of services performed before the level of performance becomes unacceptable, with descriptions of sampling techniques; (3) methods of documenting and enforcing quality assurance operation, including inspections and testing; (4) the format for the Contractor’s Quality Assurance Report; and (5) method of control site keys and locks.

1.
Quality Assurance Files.  A file of all quality assurance inspections, inspection results, and any corrective action required and/or performed, shall be maintained by the Contractor throughout the term of the contract.  This file shall be the property of the State and be made available upon request to the Contract Administrator within ten days after completion or prior to termination of the contract.  Final payment may be withheld pending receipt of quality assurance files.

2.
Quality Assurance Reports.  The Contractor shall submit to the Contract Administrator by close of business the fifth working day of each month, a Quality Assurance Report listing the results of the previous month’s Quality Assurance Inspections.

3.
Acceptability.  For purposes of acceptance, the Contractor’s Quality Assurance Plan will be considered as work of service and shall be subject to acceptance throughout the term of the contract, to include any extensions of contract term.  The Contractor shall notify the Facility Manager in writing of any proposed change to the Contractor’s Quality Assurance Plan.  No change will be implemented prior to review and approval by the Facility Manager.

E.
EQUIPMENT AND SUPPLIES

The Contractor must utilize cleaning equipment that meets with the approval of the State Agency.  A complete listing of equipment and cleaning products to be used shall be submitted to the Contract Administrator within 60 days after award of CONTRACT.
The Contractor must furnish all cleaning supplies.  The use of any powdered scouring cleaners is expressly prohibited.

The Contractor must furnish all power equipment such as floor machines, vacuum systems, carpet cleaning systems, etc. and all other equipment.

All equipment used in office areas must not exceed the noise level of 68 decibels at 5 feet, which will be less disruptive to office workers.

The Contractor must supply all cleaners, finishes, etc. for the treatment of various types of flooring and/or carpeting.  Use only such materials as are recommended and approved by the Contract Administrator or his designee and the flooring manufacturer.

The Contractor's prime responsibility is to protect owner's property at all times and to use only such materials and treatments as will enhance the appearance of buildings and protect surfaces such as flooring.

The State will furnish an area, when necessary, for storage of the Contractor's equipment and supplies.  The Contractor will be held solely responsible for all items stored on State premises.

The contractor will be required to submit a complete list by brand names and product number of all supplies to be used in fulfilling this contract and a Materials Safety Data Sheet (MSDS) prior to starting any work.  Right is reserved by State to accept or reject these items.  An acceptable substitute must be immediately furnished for any rejected item.

F.
CONTRACTOR CLEAN UP

The Contractor is responsible for repair, replacement or clean up as necessary due to carelessness or negligence on the part of the Contractor or his/her employees.

G.
WORKING CONDITIONS

All work shall be done in accordance with all regulations governing the state agency wherein the work is to be performed and with minimum possible interference with the proper functioning of the activities of that state agency.  Materials, tools, etc. shall be confined so as not to unduly encumber the premises.  The Contractor shall be held to have visited the site prior to submitting a proposal for this contract and checked with the authorities the working conditions and the methods of carrying out the work and to have included in the contract amount, all costs for meeting such working conditions. The vendor shall schedule the walk through inspection through the Agency Procurement Office and the Contract Administrator.

The Facility Manager of each facility where services will be performed will provide necessary registered and returnable keys for the Contractor's entrance to areas of the buildings necessary for the completion of described work after award of contract.  The Contractor shall comply with all security regulations and special working conditions as required by the agency.  Access to and egress from the buildings and agency grounds shall be via routes specifically designated by the state agency.

H.
EMPLOYEE CONDUCT

The Contractor must insure that each employee carries a current State contractual employee identification card, with picture, which is no more than two years old.  In lieu of a State contractual employee identification card and with approval from the agency contact person, the Contractor’s employee must wear a badge in plain view indicating the employee’s name and company name in letters not less than ¼ inch in height.

All contractual employees may be required to carry an agency provided page of “Notice of Work Required” forms and to use them daily to report potentially hazardous conditions and items in need of repair including office lighting, emergency and exit lights, plumbing and water cooler problems, etc. to the Contract Administrator.

All lost and found articles recovered by contractual employees must be immediately turned in to the Facility Manager.

Contractual employees will be required to wear clean and neat clothing or uniforms supplied by the Contractor at all times while on the job.

Contractual employees:

1.
Must not have relatives or other personal visitors at the work site.

2.
Must not consume food or beverages in public view while on duty.  During normal breaks and lunch periods, the cafeteria or lunchroom may be used for this purpose.

3.
Must not consume alcoholic beverages nor use narcotics while on duty nor be under the influence when reporting for duty.

4.
Must not receive or initiate personal telephone calls from state owned telephones.

5.
Must not play radios or other sound equipment without the Facility Manager's approval.

6.
Must not fraternize with agency staff, clients, tenants, or visitors to the building nor unnecessarily disrupt tenants from their work while performing their contractual duties.

7.
Must turn off lights, if applicable, after cleaning is completed in an assigned area.

Parking for contractual employees under this Contract will not be provided by the agency.  Arrangements for any necessary private parking incidental to this Contract are the responsibility of the Contractor.

The agency may require the Contractor to immediately remove any contractual employee(s) from the agency's premises for just cause.  The Contractor will assume any and all responsibilities.  Any employee so removed may not be placed in another state agency.

The agency reserves the right for final determination of a contractual employee’s suitability for assignment to a specific location.  Problems of this nature will be addressed with the Contractor's management.

I.
INSPECTION AND CORRECTION OF DEFICIENCIES

Inspections by the Contract Administrator will be conducted on a daily basis for all specifications outlined in this contract.

Performance evaluations noting deficiencies in the contract specifications will be provided the Contractor on a regular basis.  The deficiency for a daily, weekly, or monthly task must be corrected within 24 hours.  A quarterly, semi-annual, or annual task deficiency must be corrected within 48 hours.

The Contract Administrator will maintain a "hot sheet" comprised of complaints/problems/concerns.  The hot sheet will be provided to the Contractor at the beginning of each day and will outline the areas requiring special attention on that day, to be completed within 8 hours of its receipt.

The Contract Administrator or his/her appointed representative shall make the final decision as to whether or not any cleaning task has been satisfactorily performed.

If it is determined that the task has not been properly performed as intended, the Contractor must make the necessary changes.

Should the Contractor fail to correct specification deficiencies, a Complaint to Vendor (Vender Performance form) will be filed by the Contract Administrator.  Repeated failure to correct specification deficiencies resulting in issuance of subsequent Complaint to Vendor (Vendor Performance form) may result in cancellation of the contract by the Agency’s Procurement Office.

NOTE:   FAILURE TO NOTIFY THE AGENCY OF CURRENT ADDRESS AND TELEPHONE NUMBER COULD RESULT IN CANCELLATION OF CONTRACT.

J.
COMPLIANCE WITH FEDERAL BLOOD BORNE PATHOGEN REQUIRMENTS

The contractor must provide basic blood borne pathogen training including required Hepatitis B immunization for personnel exposed or working on-site with blood or other potentially infectious materials.  Specified waiver and compliance must be in accordance with the current Federal Blood borne Pathogen regulations.  Any cost for vaccinations required will be the responsibility of the contractor.  The contractor must also provide the State agency a copy of proof of such vaccination.

K.
RECORD KEEPING

The Contractor must provide a monthly time sheet to the Contract Administrator showing the names, dates, areas and hours actually worked including starting and quitting times, for all employees used at this facility.  This is to be submitted to the Contract Administrator’s office with the Contractor’s invoice by the 15th day of each month.

Upon award of the contract, the Contractor's must schedule a meeting with the Contract Administrator between the hours of 8:00 a.m. and 5:00 p.m.  Supervisor must also be available to meet for consultation with the Contract Administrator on an emergency basis during the same hours.

The Contractor must supply the Contract Administrator with a list of all employees and supervisors to be used at each facility. Such list must include each employee's name, address, social security number and date of birth.  Alternate employees may not be used until such list has been updated to include them and the above such data for alternates has been provided to the Contract Administrator.

L.
BUILDING LOCK UP

The Contractor must lock and secure the building each night when leaving.  Lock up procedures consist of before leaving building:

1.
Turn off bathroom exhaust fan

2.
Turn off all interior lights

3.
Check and lock all entrance doors, gates or any other excess to the building.

4.
Properly set security alarm system (where applicable)

In locations that include a security alarm system, the contractor must also properly set the security alarm when leaving the building.  Failure to maintain a secure environment, properly lock the building or set the security alarm and/or lock the gates (where applicable) will result in a complaint to vendor and possible cancellation of the contract.  Any cost incurred from a security service or local police for false alarms caused by failure of the contractor to properly set the security alarm will be the responsibility of the contractor.

In addition, should the contract be canceled by default of contractor, the cost of changing the building locks, providing new keys and re-coding the security alarm, where applicable, will be charged to the contractor.  These costs may be deducted from the final payment due the contractor.

M.
CONTRACT PAYMENT SCHEDULE/BILLING

Contractor is to submit billing at the close of each calendar month to:

AGENCY NAME AND ADDRESS:

                                                                     

                                                                     

                                                                     

In the event services can not be performed as outlined in the specifications due to construction projects, closed areas or other temporary occurrences, the State shall be credited per square footage per day for areas not serviced during this period.  As a general policy, invoices shall be forwarded monthly to the address noted above, by the 15th day of the following month.  All billings shall include the contract number, the purchase order number and building name.

N.
HOURS OF WORK/STATE HOLIDAYS

Work hours of contractor servicing this contract must be between the hours of 

________ A.M. and _________ P.M. (daytime service)

Or

________ P.M. and _________ A.M. (evening service)

This facility will be cleaned each state working day.  One year equals 248 state work days.

The Contract Administrator will establish the appropriate schedules for work to be performed in designated offices and priorities for periodic work to be performed.  The Contractor must adhere to these schedules.

Disruptive activities such as carpet extraction, floor stripping and waxing, etc. shall be done as scheduled by the Contract Administrator.

The State of Michigan will not pay for services not performed.  The contractor will not be paid for State Holidays unless requested to perform such services.  State Holidays include but not limited to:  New Year’s Day, Martin Luther King Jr. Birthday, Presidents’ Day, Memorial Day, Independence Day, Labor Day, Veterans Day, Thanksgiving Day (2 days) Christmas Eve, Christmas Day and New Year’s Eve.  For specific dates, contact the Contract Administrator.

O.
CONFIDENTIALITY

Contractor shall be bound to confidentiality of any information its employees may become aware of during the course of performance of contracted tasks. Consistent and/or uncorrected breaches of confidentiality may constitute grounds for cancellation of the contract.

P.
LEIN AND OTHER SECURITY CLEARANCES
Upon request of the State:

1.
The Contractor shall only appoint employees or prospective employees to work at the location if they have cleared the LEIN and other security checks, and do not have a felony conviction or misdemeanor drug offense.

2.
The Contractor shall obtain permission for LEIN checks of all prospective workers for the location.  The permission slip is to include:

a.
Employees Full Name

b.
Social Security Number

c.
Date of Birth

d.
Michigan Drivers License Number or State ID Number

e.
Employee Signature

3.
The Contractor shall replace the janitorial worker assigned immediately at the State’s request if the janitorial worker is found with contraband in his/her possession.

4.
The contractor shall maintain an adequate pool of trained and LEIN cleared relief personnel to substitute for absent regular employees.

VII.
INSURANCE

Contractor shall have insurance coverage as outlined in state’s General Contract Provisions, for injury to or destruction of property including loss of use therefrom, and carry automobile hazard insurance as required by law.  The contractor shall produce copies of these insurance policies upon award of the Contract to the buyer as stated in the General Contract Provisions.

VIII.
DAMAGE

Contractor is responsible for any damage done to any property and will be required to make repairs accordingly.  The Contractor performing work on State property shall report all accidents and/or injuries to the Contract Administrator or designee.

IX.
MINIMUM EQUIPMENT REQUIRED

The Contractor must have equipment and staff to adequately perform the specified services, and in the event of mechanical breakdown, will be expected to provide backup service so that janitorial services are performed as requested.

X.
PRICE ADJUSTMENTS

Prices quoted are the maximum for a period of 365 days (NUMBER OF DAYS CAN BE CHANGED) from the date the Contract becomes effective.

Prices are subject to change at the end of each 365 day period.  Such changes shall be based on changes in actual costs incurred.  Documentation of such changes must be provided with the request for price change in order to substantiate any requested change.  (INSERT SPECIFIC AGENCY) reserves the right to consider various pertinent information sources to evaluate price increase requests (such as the CPI and PPI, US City Average, as published by the US Department of Labor, Bureau of Labor Statistics).  (INSERT SPECIFIC AGENCY) also reserves the right to consider other information related to special economic and/or industry circumstances, when evaluating a price change request.  Changes may be either increases or decreases, and may be requested by either party.  Approved changes shall be firm for the remainder of the contract period unless further revised at the end of the next 365 day period.

Requests for price changes shall be RECEIVED IN WRITING AT LEAST TEN DAYS PRIOR TO THEIR EFFECTIVE DATE, and are subject to written acceptance before becoming effective.  In the event new prices are not acceptable, the CONTRACT may be cancelled.  The continued payment of any charges due after September 30th of any fiscal year will be subject to the availability of an appropriation for this purpose.

JANITORIAL SERVICES

Pricing Sheet

PART  1 -
Price for daily, weekly and monthly services only, as outlined in the specifications:

The ‘Unit Price’ is the price per month.

The ‘Amount’ is the unit price multiplied by the number of months in the Contract period.

	Description


	Unit Price
	Amount

	Janitorial Services.

Contract period is                months.


	
	

	Daytime Services, if applicable.

Contract period is                months.


	
	


PART  2 -
Price for periodic services as outlined in the attached specifications (the price for periodic services are not to be included in the monthly price above).  The Contractor is required to submit a separate billing as services are performed.  Payment will be issued only after services are satisfactorily completed.

The ‘Unit Price’ is the price per occasion.

The ‘Amount’ is the unit price multiplied by estimated occasions per year.

	Description


	Unit Price
	Amount

	Quarterly Services.

Strip, seal, wax, and buff all hard surface floors – High traffic areas.

Estimated Twenty (20) occasions per year.


	
	

	Semi-Annual Services.

Clean Carpets (Shampoo) the full Contract area.

Estimated Ten (10) occasions per year.


	
	

	Semi-Annual Services.

Strip, seal, wax, and buff all hard surface floors – Full contract area.

Estimated Twenty (20) occasions per year.


	
	


	Semi-Annual Services.

Clean light fixture lens(es).
Estimated Ten (10) occasions per year.


	
	


TOTAL PER YEAR:     $_________________

TOTAL CONTRACT (     (insert contract length in years)):    $____________________

PART III - 
Total Contract Value
A. Part 1 Total Contract Value

Daily, weekly and monthly services only:
$____________________

B. Part 2 Total Contract Value

Periodic services:
$____________________

TOTAL ESTIMATEDCONTRACT VALUE
$____________________________

Agency Location (Name and Address):

Agency Contact Person:
NAME:     

TITLE:     

PHONE:  

Agency Contract Administrator (Agency Procurement Office):
NAME:     

TITLE:     

PHONE:  

Contractor’s contact person responsible for administering this Contract:
NAME:     

TITLE:     

PHONE:  

