02/17/10 MRS Janitorial Specifications






DAILY:

· Complete hygienic cleaning of rest rooms: replace toilet tissue, paper towels, soap, urinal tablets, etc. 
· Empty wastebaskets; collect trash; remove to disposal area (dumpster)
· Vacuum or sweep high-traffic areas; mop/wash high-traffic areas
· Wipe counters, tables, and hard-surface chairs in the interview rooms, conference rooms, and lobby areas
· Wash door glass, interior windows and glass walls in the main entrance and public areas
· Clean drinking fountains
· Break down all cardboard boxes and remove them to the disposal area
· Police entrances to building; pick up trash, cigarette butts, empty containers in designated smoking area, etc.

THREE DAYS PER WEEK (M-W-F):
· Vacuum carpeting using a commercial/industrial vacuum cleaner; remove spots, clean or shampoo, as necessary
· Sweep, dry mop, or vacuum all non-carpeted floors, then damp mop as needed
· Collect recyclable paper and remove to recycling area
MONTHLY (On Defined Day):

· Clean counters, sinks, tables, and chairs in the employee lounges

· Low and mid-level dusting (up to 6 feet)
· High level dusting (above 6 feet)
· Machine polish tiled floor areas
· Vacuum and damp wipe intake and exhaust grills within the Scanning Room and the Mail Room. 
QUARTERLY (On Defined Dates):
· Vacuum and damp wipe intake and exhaust grills(all rooms/spaces)
· Meet with Office Contact Person for a Quarterly Walk-through of the facility

SEMI-ANNUALLY (On Defined Dates):

· Strip and wax tile floor areas, cleaning baseboards afterwards 

· Shampoo carpeting using professional steam cleaning equipment with a minimum temperature of 140 degrees F.
ANNUALLY (On Defined Dates):

· Wash light fixtures and lenses 
· Vacuum systems furniture panels/partitions 

· Wash both sides of the exterior windows and vacuum window treatments 
AS NEEDED/REQUESTED:

· Spot cleaning (walls, systems furniture partitions, vertical window treatments, woodwork, carpeting, etc.)

· Keep janitorial closets clean and free of odors.

Custodial Services General Specifications and Standards of Service

The Contractor agrees to complete the project described below in accordance with these specifications and conditions.

A.
Description of Work:  The work to be accomplished consists of performing custodial according to specific frequencies listed.  Frequency may not be decreased without written approval/acceptance by the Owner’s Representative.
B. General Relationship:  

Any employee of the Contractor who may, in any manner, be unsatisfactory to the State (either because of dress, mannerisms, crude habits, criminal records or other reasons) shall immediately be replaced by another employee upon request of the State.

The Contractor, or any of its representatives or agents, agree to treat with the strictest confidence any and all material information, written/verbal or otherwise kept or maintained in the premises being cleaned.  Any violation of this confidentiality will make the contract with the Contractor null and void immediately.


If, in the judgment of the Owner’s Representative, the appearance of the area under contract does not meet the standards as set forth herein, it will be the Contractor’s responsibility to take immediate corrective action, and all regular payments for services shall cease until the level of housekeeping required has been attained.


Owner’s Representative is as follows:

Managers Name and Title:     _____________________.
C.
Supplies and Equipment:  The contractor will furnish all supplies and equipment for   accomplishment of all work.  Contractor’s equipment shall be of the size and type suitable for accomplishing the various phases of work described and/or needed, and shall operate from existing sources of the State furnished electrical power, water supply, etc., and shall have a low noise level of operation.  Equipment considered by the Owner’s Representative to be improper or inadequate for this purpose shall be removed from the job and replaced with satisfactory equipment.

The Contractor will only be allowed what storage and supply areas are now available and the State will in no way be responsible for lost, damaged or stolen equipment or materials.

1.
Materials and Supplies:  The Contractor shall furnish all materials and supplies required including, but not limited to, hand soap, paper towels, toilet paper, interior and exterior entry mats, plastic liners, sanitary napkins and tampons (when dispensers are provided) and personal seat covers and dispensers. 

Fixture deodorant/sanitizers or other odor masking materials are not acceptable.  If such products are needed, the area has not been cleaned and disinfected/deodorized satisfactorily.

2.
All supplies/materials used shall have the necessary Under-writers seal of approval, be OSHA approved, be non-slip if applicable and will otherwise create no harmful or hazardous conditions.  Any doubtful flammable or otherwise harmful materials may be submitted to the State for analysis upon request.  IF requested, Contractor will submit a complete listing, by manufacturer’s name and/or number, of cleaning supplies, chemicals, and floor finishes he proposes to furnish for this contract.  Any of these materials found not satisfactory to the State will not be used, and substituted materials must be approved before use.  The Contractor must maintain on the State’s premises a complete set of MSDS (Material Safety Data Sheets) and have them accessible to the Owner’s Representative.

3.
Samples:  The Owner’s Representative may require samples of supplies before the Contractor commences work or at any time during the work to determine compliance with the standards required by these specifications.  Any item failing to meet these specifications shall be replaced by the Contractor with supplies meeting the itemized specifications or required standards.

D.
Use of State Facilities:
1.
The janitorial closet is available for use by the Contractor without cost for the purpose of storing of materials and equipment, excluding flammable materials.  Contractor will be responsible for the orderliness and cleanliness of this closet at all times.

2.
The State will not be responsible in any way for damage to the Contractor’s stored supplies, materials, or equipment, the supplies, materials and equipment being used throughout the building; or the Contractor’s employees personal belongings brought into the building occasioned by fire, theft, accident or otherwise.

3.
Upon completing work in each area within the building, the Contractor’s personnel will assure that all windows are closed, lights are off, and all entrance doors are locked prior to leaving the area.  The preceding would not apply if the Contractor has completed work substantially prior to the end of the normal work day for State employees.  Contractor employees will park only in areas designed by the State.

E.
Contractor Personnel:
1.
Contractor’s employees shall not utilize or operate State-owned equipment of any type without specific authorization of the Owner’s Representative.  This is to include, but is not limited to, all office machines, telephones, etc.

2.
The Contractor will screen all personnel to assure the State that all employees are of good character.  The Contractor shall employ only personnel skilled or capable of becoming skilled in janitorial work.  Contractor’s personnel will notify the Owner’s Representative of inoperative water fixtures, lights, commodes, damage to buildings and fixtures, or any vermin such as cockroaches, water bugs, silver fish, mice, rats, etc.

3.
Safety:  The Contractor shall be responsible for instructing employees in safety measures considered appropriate.  The Contractor shall not permit placing or use of mops, brooms, or equipment in traffic lanes or other locations in such manner to create safety hazards and shall provide appropriate warning signs for slippery floor areas caused by cleaning or waxing operations.  Contractor’s employees shall be required to interrupt their work at any time to allow passage of personnel.  Contractor must comply with all Federal or State safety laws and regulations (including OSHA/MSDS requirements).

4.
Contractor’s employees shall be provided with appropriate name tag identifying the person and employer.  They will be properly displayed during working hours.

F.
Clean Up:  All supplies, equipment, and machines shall be kept free of traffic lanes or other areas where they might be hazardous and shall be secured at the end of each work period in lockers or other areas provided for the purpose.  Cloths, mops, or brushes containing a residue of wax or other combustible material subject to spontaneous ignition shall be disposed of or stored outside the building in tight metal containers, to be furnished by the Contractor.  All dirt and debris resulting from work under this contract shall be disposed of each day at the completion of work in the building.  Cleaning solutions shall be disposed of in slop sinks provided for this purpose.  Any flammable cleaning solution shall be immediately and adequately flushed down.  Covers will be in place on trash receptacles at all times.

G.
Lost, Found or Missing Articles:  All unclaimed articles found in or about the work areas by the Contractor will be turned in immediately to the Owner’s Representative, giving location where article was found.

H.
Compliance with State Regulations:  The Contractor and employees will be subject to all applicable State and Federal regulations, for the conduct of personnel.

I.
Hours of Work:  Unless otherwise specified, work shall be on a five day basis, Monday through Friday, between the hours of 5:00 P.M. and 12:00 Midnight.  Should occasion arise that work must be performed on other than the above schedule, the Owner’s Representative will be notified in advance.  This time schedule is subject to change at the convenience of the State.

J.
Work Schedule:  The detailed specification for the building requires work to be done on a periodic basis.  The Contractor will supply a schedule of the intended work on all elements other than those, which are daily requirements.  The schedule will be as follows:

1.
Weekly Requirements-The day of the week that work will be performed.

2.
Monthly Requirements-The week in the month that work will be performed.

3.
Quarterly Requirements-The week and the month that work will be performed.

4.
Semi-Annual Requirements-The month that the work is to be performed.  

5.
Annual Requirements-The month that the work is to be performed.  (

K.
Inspection by the State:  Daily inspection of the Contractor’s work may be made by the Owner’s Representative.  The Representative has authority to point out to the Contractor’s personnel incomplete or defective work and necessary corrective measures, but does not have authority to alter the terms of conditions of the contract without a mutually agreeable written Amendment to the Lease.  No payment shall be made for services which are not performed in accordance with the specifications.


The Owner’s Representative will tour the facilities quarterly with the Contractor or representative and review the State’s check rating form to determine future corrective action required, if any.

