
Appendix D  Exhibit 3 Janitorial Service Special Terms and Conditions

- EXAMPLE ONLY - 
Standards Specifications for Janitorial Service Contract
(Use, modify, or add to these specifications to meet your agency’s individual needs.)
Specifications.  The Contract Vendor will furnish labor, materials and equipment necessary or incidental to this service, except as otherwise specifically stated.  

Mechanical and other Equipment.   Brooms, brushes, mops, rags, waxes, and other janitorial supplies and all power equipment such as floor machines, vacuum systems, and all other equipment will be furnished by the Contract Vendor, unless otherwise specified in the attached specifications. tc "MECHANICAL AND OTHER EQUIPMENT.   Brooms, brushes, mops, rags, waxes, and other janitorial supplies and all power equipment such as floor machines, vacuum systems, and all other equipment will be furnished by the Contract Vendor, unless otherwise specified in the attached specifications. " \l 2
Materials, Treatment, etc.  For treatment of various types of flooring, carpeting, etc., only materials recommended and approved by the flooring manufacturers shall be used. It shall be the prime responsibility of the Contract Vendor to protect the owner’s property at all times, and to use only materials and treatments that will enhance the appearance of the flooring, etc., and preserve the surface against deterioration.

Supervision, Work Hours and Miscellaneous Specifications.   The program as herein outlined is designed to cover operations more in the category of housekeeping than of specific and detailed janitorial service.

It shall be understood that all work in the housekeeping line will be taken care of whether or not it is included in the detailed specifications.

Contract Vendor’s Responsibility.  It is the Contract Vendor’s responsibility to familiarize itself and its crew as to the requirements of the Contract and to perform all tasks in an acceptable and timely manner.  It is not the State’s responsibility to remind the Contract Vendor of the Contract requirements. 

The scope of the Contract and its specifications shall be reviewed on a monthly basis by the Building Supervisor to ensure Contract compliance with all listed tasks and frequencies.

Personnel.  The Contract Vendor may be required to properly uniform all service personnel in order to present a clean and neat appearance at all times. The Contract Vendor shall have all service personnel supplied with badges, which shall include, at a minimum, a photo, employee name, and firm.

The Contract Vendor shall not employ any person or persons in or about the premises who use improper language or act in a loud or boisterous or otherwise improper manner.  Personnel deemed unacceptable by the State shall be replaced within 24 hours.

All supervisors and service personnel assigned to work at the (insert agency location) shall be thoroughly trained, and oriented to the building areas, equipment and supplies used and methods applied.

Holidays. No cleaning will be required on New Year’s Day, Martin Luther King Day, President’s Day, Memorial Day, Independence Day, Labor Day, Veterans Day, Thanksgiving Day, the day after Thanksgiving, and Christmas Day.

General. The detailed specifications of this RFB are intended to cover the cleaning services in a general manner, but may not be complete in all details.  Any items that have been omitted that should be included in services rendered should be brought to the attention of the building maintenance supervisor.  All cleaning materials used must be of a type that will not have an immediate or extended detrimental effect on any of the surfaces being cleaned.  Any foreign matter, spills, stains, marks, or residue of any nature on any surface shall be removed during the regular cleaning operation.

Mechanical or other equipment used in the cleaning operations must be of a type that is approved by the industry and shall be operated in such a manner as not to cause danger of any nature to employees or other persons or damage to the building structure, fixture, furnishings, etc.  

Any injuries or damages shall be immediately reported to the facilities office on site.  Any building facilities equipment, fixtures or furnishings in need of repair or replacement including vandalism shall be reported, in writing, to the Building Supervisor for corrective action.

Any articles or items of apparent value found by the cleaning service personnel in areas of the building or site shall immediately be turned over to the Building Supervisor.  Any articles of suspicious nature that may be found, or persons loitering or conducting themselves in a manner to arouse suspicion or possibly in need of help, shall immediately be reported to the police.

It shall be the Contract Vendor’s responsibility to follow the activity schedule outlining all of the frequency cleaning tasks. This activity schedule will be evaluated on an on going basis and reviewed with the Contract Vendor on a monthly basis. Any activity schedule changes will need to be reviewed and approved by the Building Supervisor.  If the activity schedule of the frequency cleaning tasks is not being performed by the Contract Vendor/Employee’s, it shall be considered as not completed and the Contract Vendor shall not be paid for services not received. This activity schedule, reflecting a planned periodic cleaning schedule and cleaning schedule time lines must be followed per the attached schedule. 

The Contract Vendor does not have authority and will not grant access to any person requesting entry into the building or a specific work area.  All requests for entry are to be denied.

The Contract Vendor shall supply all (list all supplies).

Or 

The agency will supply all (list all supplies).
Site Visit.  All responders are encouraged to visit the site prior to submitting a response.  Contact (insert name) at (insert phone number) to arrange to visit the site.  No increases to the contract pricing will be accepted because the responder failed to visit the site prior to submitting a response.
Or

Site Visit.   All responders must visit the site prior to submitting a response.  Contact (insert name) at (insert phone number) to arrange to visit the site.   Responders who do not visit the site will not be considered for an award.

Hours.  Cleaning shall begin at (insert time/times), (insert days), except State Holidays.

Square Footage.  (insert square footage) 

Example:  4400 square feet of office space, all areas carpeted except vestibule, restrooms, computer room and half of the break room.  There is also 4600 sq. ft. of warehouse space, which is not included, except to empty the wastebaskets.

Pricing.  Price per Month $____________

TASK



FREQUENCY
EXAMPLES:


Daily
Weekly    Monthly   Quarterly
Yearly

Fill all dispensers in need, including hand towels, toilet tissue,

hand soap (to be supplied by the Contract Vendor or agency).
XX

Clean and sanitize sinks and faucets and wipe dry.  Spray and

wipe mirrors, streak free.


XX

Clean and sanitize toilets and urinals, and wipe dry.
XX

Empty waste receptacles.  Damp wipe inside as needed.

Replace liners as needed.


XX

Spray and spot wipe, as needed, doors, walls and light

switches, removing any fingerprints, splatter or smudges.
XX

Dust any horizontal surfaces in need, such as dispenser tops,

ledges, ceilings etc.


XX

Sweep or dust mop hard surface restroom floor.

XX

Damp mop hard surface restroom floor using disinfecting

cleaner.



XX

Report any restroom repairs as needed to the management.
XX

Clean and sanitize drinking fountains, removing watermarks,

scale and splashes on sides and front.  Damp wipe 

surrounding walls.


XX

Dust and clean all restroom return air vents.



XX

Hand wash all ceramic tile walls, and wipe dry.





XX

GENERAL OFFICE, CONFERENCE ROOM, RETAIL AREA, MAP ROOM

Empty wastebaskets and remove collected trash to designated 

area.  Replace liners when torn or soiled.


XX

Empty recycling bins and remove to designated area.
XX

Vacuum carpeted floors.  Spray and blot any carpet spots.

2X

Dust and spot wipe all surfaces within normal reach.

XX

Spot wipe all doors, walls, and light switches, removing finger-

prints, smudges and spills.



XX

Dust horizontal blinds.




XX

Vacuum or brush edges and corners of carpeted floors.


XX

Dust ceiling diffusers and vents.





XX

TASK



FREQUENCY









Daily
Weekly    Monthly   Quarterly
Yearly

BREAKROOM
Empty wastebaskets and remove collected trash to designated

area.  Replace liners when torn or soiled.


XX

Dust and spot wipe ledges.


XX

Damp wipe the top of break room table.


XX

Spray and wipe microwave oven inside and out.

XX

Clean counter top and sink with disinfectant solution.
XX

Vacuum carpeted floors.  Spray and blot any carpet spots.

2X

Dust mop all hard surface floors.



2X

Damp mop all hard surface floors.



2X

Spot wipe all walls, light switches and doors, removing

fingerprints, smudges, and spills.



XX

Damp wipe break room chairs.



XX

Dust ceiling diffusers and vents.





XX

WAREHOUSE
Empty wastebaskets and remove collected trash to designated

area.  Replace liners when torn or soiled.


XX
VESTIBULE
Dust and spot wipe ledges within normal reach.

XX

Dust mop hard surface floor.


XX

Damp mop hard surface floor.


XX

Spot wipe interior glass.


XX

Squeegee both sides of glass doors and wipe frames.

XX

Dust ceiling diffusers and vents.





XX

COMPUTER ROOM
Empty wastebaskets and remove collected trash to designated

area.  Replace liners when torn or soiled.


XX

Dust and spot wipe open areas of furniture.

XX

Dust mop all hard surface floors.



2X

TASK



FREQUENCY





Daily
Weekly    Monthly   Quarterly
Yearly

Damp mop all hard surface floors.



2X

Spot wipe all doors, walls and light switches, removing

fingerprints, smudges, and spills.



XX

Dust ceiling diffusers and vents.





XX


***************************************************************************************************************************************
Note to agency personnel who is sending out the RFB for janitorial services:
16C.155 JANITORIAL CONTRACTS FOR REHABILITATION PROGRAMS AND 
EXTENDED EMPLOYMENT PROVIDERS.  
The commissioner of administration shall ensure that a portion of all 


janitorial services

 
contracts be awarded by the state to rehabilitation programs and extended employment providers 
listed under section 16C.15. The total value of the contracts under this section must exceed 19 
percent of the total value of 

janitorial services

 contracts entered into in the previous fiscal year. 

The amount of each contract awarded under this section may exceed the estimated fair market 
price for the same goods and services by up to five percent.
Here is the link that lists the providers who qualify for the above state rehabilitation and extended employment program.

http://www.deed.state.mn.us/rehab/ee/svc_provider.htm.
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