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REQUESTS FOR BIDS – JANITORIAL SERVICES

ATTACHMENT “B” – AGENCY WORKSHEET

GENERAL INFORMATION/SPECIFICATIONS

	DATE:
	

	AGENCY:
	

	LOCATION:
	

	AGENCY COORDINATOR:
	
	PHONE #
	


	STATE “ESTIMATED SQUARE FOOTAGE OF ALL AREAS TO BE CLEANED”:
	

	(SUPPLY FLOOR PLAN, IF AVAILABLE)                        BREAKDOWN –TILE
	

	CARPET
	

	VCT
	


A. IS AN “INITIAL CLEANUP” FOR A THIRTY (30) DAY PERIOD NECESSARY BASED ON THE CURRENT CONDITION OF THIS BUILDING?

YES    FORMCHECKBOX 

NO    FORMCHECKBOX 

B. CONTRACT PERIOD  –  FROM:                FORMTEXT 

              
 TO: 
ROUTINE CLEANING

C. SPECIFY TIME FRAME WITHIN WHICH WORK MUST BE DONE:  (indicate AM or PM)
FROM:               


TO:               
D. DAYS OF WEEK WORK TO BE PERFORMED:

	MON
	 FORMCHECKBOX 

	TUE
	 FORMCHECKBOX 

	WED
	 FORMCHECKBOX 

	THU
	 FORMCHECKBOX 

	FRI
	 FORMCHECKBOX 

	SAT
	 FORMCHECKBOX 

	SUN
	 FORMCHECKBOX 



NOTE: SCHEDULED WORK DAYS/WORK HOURS THAT ARE NOT WORKED FOR ANY REASON, INCLUDING, BUT NOT LIMITED TO, HOLIDAYS, BAD WEATHER, POWER FAILURES, VENDOR EMPLOYEE ABSENCE, ETC., MUST BE DEDUCTED FROM VENDOR’S INVOICE BEFORE SUBMITTING IT TO THE STATE.  THE DEDUCTION SHALL BE CALCULATED BY DIVIDING THE MONTHLY RATE BY EITHER THE MONTHLY SERVICE DAYS OR MONTHLY SERVICE HOURS, AS MAY BE APPLICABLE TO THE INSTANCE.
SPECIAL CLEANING

E. REGULAR SERVICE OF DAY PORTER DURING THE DAYTIME HOURS FOR THE PURPOSE OF CONTINUAL CLEANING OF BATHROOM, BREAK ROOMS, OR WHATEVER IS REQUIRED
– A DAY PORTER IS IN ADDITION TO REGULAR CLEANING (indicate AM or PM):
FROM:               
TO:               
DAYS OF WEEK WORK FOR DAY PORTER:
	MON
	 FORMCHECKBOX 

	TUE
	 FORMCHECKBOX 

	WED
	 FORMCHECKBOX 

	THU
	 FORMCHECKBOX 

	FRI
	 FORMCHECKBOX 

	SAT
	 FORMCHECKBOX 

	SUN
	 FORMCHECKBOX 



F. DEPOSIT WASTE IN OUR RECEPTACLES (DUMPSTERS): YES   FORMCHECKBOX 

     NO   FORMCHECKBOX 

NOTE: ALL PLASTIC BAGS MUST BE SUPPLIED BY THE VENDOR – NO EXCEPTIONS ALLOWED.

G. REMOVE ALL WASTE DAILY FROM BUILDING AND GROUNDS: YES   FORMCHECKBOX 

NO   FORMCHECKBOX 

H. RESTROOMS, TELEPHONES AND WATER FOUNTAINS MUST BE DISINFECTED PER SPECIFICATION NO. 6620-005 TYPE III, DATED 6/3/99.
I. NO PROPANE POWERED EQUIPMENT IS ALLOWED IN STATE BUILDINGS – NO EXCEPTIONS ALLOWED.
CHECKLIST FOR JANITORIAL SERVICES
	
	
	
	
	

	SERVICE REQUIRED
FREQUENCY OF SERVICE
	DAILY
	TIMES
WEEKLY
	TIMES
MONTHLY
	TIMES
YEARLY

	
	
	
	
	

	ROUTINE SERVICES

1. EMPTY ALL WASTEBASKETS, RECEPTACLES AND REPLACE LINERS AS NEEDED;
	 FORMCHECKBOX 

	
	
	

	2. WASH ALL WASTEBASKETS IN OFFICE(S) AS NEEDED;
	 FORMCHECKBOX 

	
	
	

	3. WASH ALL WASTE RECEPTACLES IN LUNCHROOMS;
	 FORMCHECKBOX 

	
	
	

	4. DUST ALL OFFICE FURNITURE AND EQUIPMENT –FILES, ETC.;
	 FORMCHECKBOX 

	
	
	

	5. DUST ALL BUILDING SURFACES WITHIN REACH – WINDOW SILLS, DOOR AND WINDOW FRAMES, PANELS, WALLS, ROOM DIVIDERS, CHAIR RAILS, BASEBOARDS, MOLDINGS, HANDRAILS, LEDGES, ETC., USING A TREATED CLOTH;
	
	
	
	

	6. WASH AND SANITIZE ALL DRINKING FOUNTAINS USING GERMICIDAL CLEANER;
	 FORMCHECKBOX 

	
	
	

	7. DUST ALL HIGH PARTITIONS, PIPES, VENTS, MOLDINGS, ETC.;
	
	
	
	

	8. DAMP WASH AND POLISH ALL BUILDING SURFACES WITHIN REACH – WINDOW SILLS, DOOR AND WINDOW FRAMES, PANELS, WALLS, ROOM DIVIDERS, CHAIR RAILS, BASEBOARDS, MOLDINGS, HANDRAILS, LEDGES, ETC., USING A TREATED CLOTH;
	
	
	
	

	9. DUST ALL BLINDS;
	
	
	
	

	10. REMOVE FINGERPRINTS, MARKS AND SMUDGES FROM WOODWORK, WALLS AND PARTITIONS;
	 FORMCHECKBOX 

	
	
	

	11. CLEAN AND POLISH BRIGHT METAL WORK;
	 FORMCHECKBOX 

	
	
	

	12. VACUUM ALL VENTS (EXPOSED GRILL WORK);
	
	
	
	

	13. WASH RUBBER FLOOR MATS;
	 FORMCHECKBOX 

	     
	     
	     

	14. CLEAN CHALKBOARDS AND CHALK TRAYS, DRY METHOD;
	 FORMCHECKBOX 

	     
	     
	     

	15. WASH LIGHT FIXTURES;
	
	
	     
	     

	16. WALL WASHING:

STAIRWAY





HALLWAY





CORRIDOR





CLASSROOM





OFFICE

OTHER AREAS – SPECIFY: 





	
	
	     
     
     
     
     
	     
     
     
     
     


CHECKLIST FOR JANITORIAL SERVICES
	
	
	
	
	

	SERVICE REQUIRED

FREQUENCY OF SERVICE
	DAILY
	TIMES

WEEKLY
	TIMES

MONTHLY
	TIMES

YEARLY

	
	
	
	
	

	17. WASH ALL ENTRY GLASS – DOORS (INSIDE AND OUTSIDE), PARTITIONS, DIVIDERS, ETC.;
	 FORMCHECKBOX 

	     
	     
	     

	18. WASH ALL EXPOSED GLASS SURFACES – GLASS PARTITIONS, INTERIOR GLASS DOORS, DISPLAY CASES, DIRECTORY BOARDS, MIRRORS, GLASS DRAFT WINDOWS SHIELDS, ETC.;
	 FORMCHECKBOX 

	     
	     
	     

	19. REPLACE BURNED OUT LIGHTS FROM AGENCY’S STOCK;
	 FORMCHECKBOX 

	     
	     
	     

	20. SWEEP STOOPS AND SIDEWALK AREAS (ONLY AREAS LISTED);


	 FORMCHECKBOX 

	     
	     
	     

	21. POLICE AREA ADJACENT TO BUILDING AND REMOVE BOTTLES, PAPERS, CIGARETTE BUTTS, ETC.;
	 FORMCHECKBOX 

	     
	     
	     

	LAVATORIES:
22. CLEAN RESTROOMS – FLOORS, URINALS, TOILET BOWLS, SEATS, COMPARTMENTS, FIXTURES AND WALLS WITH A QUARTENARY GERMICIDAL SOLUTION, WHICH IS EPA REGISTERED ACCORDING TO GSA PROCEDURES;
	 FORMCHECKBOX 

	     
	     
	     

	FLOORS:
23. SWEEP AND/OR DUST MOP ALL FLOOR SURFACES WITH TREATED MOPS;
	 FORMCHECKBOX 

	     
	     
	     

	24. SWEEP AND DUST STAIRS, LANDINGS AND HANDRAILS:

FRONT: 







OTHERS SPECIFY: 







	 FORMCHECKBOX 

	     
	     
	     

	25. WET MOP ALL TRAFFIC LANES – ENTRIES, HALLS, ETC.;
	 FORMCHECKBOX 

	     
	     
	     

	26. WET MOP ALL OFFICES, CLASSROOMS, ETC.;
	 FORMCHECKBOX 

	     
	     
	     

	27. WET MOP STAIRS AND LANDINGS – 

FRONT: 







OTHERS, SPECIFY: 






	 FORMCHECKBOX 

	     
	     
	     


CHECKLIST FOR JANITORIAL SERVICES
	
	
	
	
	

	SERVICE REQUIRED

FREQUENCY OF SERVICE
	DAILY
	TIMES

WEEKLY
	TIMES

MONTHLY
	TIMES

YEARLY

	
	
	
	
	

	28. VACUUM ALL CARPETING IN TRAFFIC AREAS, STAIRS, LANDINGS, CORRIDORS, ENTRANCES;
	 FORMCHECKBOX 

	     
	     
	     

	29. VACUUM ALL CARPETING IN OFFICES, CLASSROOMS, ETC.; SPECIFY: 





	 FORMCHECKBOX 

	     
	     
	     

	30. SPOT CLEAN ALL CARPETING, AS NECESSARY TO REMOVE SPILLS, SMALL AREAS, ETC.;
	 FORMCHECKBOX 

	     
	     
	     

	31. SPRAY CLEAN AND MACHINE POLISH ALL NON-CARPETED FLOORS IN TRAFFIC LANES, CORRIDORS, ENTRANCES, ETC.;
	 FORMCHECKBOX 

	     
	     
	     

	32. SPRAY AND MACHINE POLISH ALL OTHER NON-CARPETED FLOOR AREAS:


	 FORMCHECKBOX 

	     
	     
	     


JANITORIAL SERVICES – FLOOR MAINTENANCE
FLOOR SERVICE:  STRIP, SEAL AND FINISH

A. MACHINE STRIP AND REFINISH ALL NON-CARPETED FLOORS IN TRAFFIC AREAS, CORRIDORS, ENTRANCES, ETC.

B. MACHINE STRIP AND REFINISH ALL NON-CARPETED FLOORS IN CLASSROOMS, OFFICES, ETC.


SPECIFY:            

 FORMTEXT 
           

 FORMTEXT 
            FORMTEXT 

     

NOTE:

AGENCY MUST SPECIFY THE TYPE OF FLOOR CLEANING CHEMICALS AND EQUIPMENT THAT WILL BE USED AT THE SPECIFIC LOCATION.  THE OFFICE OF PURCHASES RECOMMENDS A “HIGH SPEED FLOOR CARE SYSTEM”.  YOU CAN SPECIFY ANY ONE OF THESE “SYSTEMS” LISTED OR ANY SYSTEM EQUAL TO THOSE LISTED.

FREQUENCY OF FLOOR SERVICE WILL BE DIRECTED BY THE AGENCY COORDINATOR AND MUST BE IN ACCORDANCE WITH THE MANUFACTURER’S RECOMMENDED INSTRUCTIONS FOR PROPER MAINTENANCE.
LIST CHEMICALS:
	STRIPPER:
	           

 FORMTEXT 
            FORMTEXT 

     


	SEALER:
	           

 FORMTEXT 
            FORMTEXT 

     


	FINISH:
	           

 FORMTEXT 
            FORMTEXT 

     


	RESTORER:
	           

 FORMTEXT 
            FORMTEXT 

     


	CLEANER:
	           

 FORMTEXT 
            FORMTEXT 

     



LIST EQUIPMENT:
	MANUFACTURER BRAND:
	           

 FORMTEXT 
            FORMTEXT 

     


	MODEL #:
	           

 FORMTEXT 
            FORMTEXT 

     


	SIZE:
	           

 FORMTEXT 
            FORMTEXT 

     


	RPM:
	           

 FORMTEXT 
            FORMTEXT 
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