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REQUEST FOR PROPOSALS (“RFP”) 

JANITORIAL SERVICES 
AT INNOVATION PARK 

June 8, 2018 
 

The Leon County Research and Development Authority (“Authority”) is requesting proposals for the 
provision of janitorial services at Innovation Park, Talcor Commercial Real Estate Services, Inc. 
(“Talcor”) is providing support to the Authority relative to this solicitation.  The award shall be made to 
the responsible Proposer taking into consideration the evaluation factors set forth in the Request for 
Proposals (RFP) and, if necessary, obtaining best and final offers. 
 
The Authority will receive all proposals.  The Board of Governors (“Board”) Executive Committee will 
evaluate all proposals which may conduct negotiations and make a final recommendation to the Board for 
award of the contract. 

 
A. Services Sought. 

 
1. Location. 

The Authority is requesting proposals from qualified firms (“Proposers”) for the 
provision of Janitorial Services at Innovation Park.  It is the Authority’s intent to award 
one contract for janitorial services for the following properties at Innovation Park, a 
sketch of which is attached hereto as Exhibit “A”: 

 
 

 PROPERTY NAME PROPERTY ADDRESS OCCUPIED SQ FT 

1 Morgan 2035 E Paul Dirac Dr 
 

22,707 

2 Johnson 2035 E Paul Dirac Dr 
 

27,294 

3 Collins 2051 E Paul Dirac Dr 
 

4,269 

4 Knight  1736 W Paul Dirac Dr 
 

2,632 

 
2. Scope of Services and Approach to Scope of Services. 

a. The successful Proposer shall be required to provide the minimum janitorial 
services outlined in Exhibit “B” attached hereto (“Basic Services”) for the above 
referenced properties. 
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b. The successful Proposer shall be required to furnish all equipment, machinery, 
transportation and other implements necessary to execute the contract. 
Proposer’s Proposal should include an outline of the type of equipment, which 
the Proposer intends to use to ensure Proposer has sufficient equipment and 
supplies for the provision of services contemplated in this request for proposals. 
 

c. The Proposer should propose a plan as to how the Basic Services and any 
suggested and/or enhanced services will be performed. The plan should include 
the number of personnel, which will be used to execute the services and when 
the services will be performed, and estimated time to complete each service. The 
Proposer is specifically advised that any person, firm, or other party to whom it 
is proposed to award a subcontract under this contract must be approved by the 
Authority.  In the event Proposer plans to subcontract any portion of the work, 
Proposer shall indicate in its plan the identity of the subcontractor(s) and the role 
of said subcontractor(s). 
 

d. The successful Proposer shall maintain that all employees have been trained in 
appropriate safety measures to ensure Proposer’s employees are performing their 
work in a safe manner. 

 
3. Qualifications of Proposer. 

a. The Proposer shall state their qualifications as a professional janitorial firm, 
which should include but not be limited to, previous janitorial services offered to 
businesses within Leon County, current janitorial contracts being performed by 
Proposer, the length of time that this Proposer has been performing this service, 
the length of time employees who will execute the service have been employed 
by the Proposer, and any special qualifications those employees might have. 

 
b. The Proposer shall have a minimum of three (3) years previous experience in 

janitorial services for similar sized projects prior to the date the proposal is 
submitted. 

 
c. The Proposer shall include responsibilities and relevant experience of the 

person(s) who will be actively engaged in managing the contract and supervising 
the employees providing the services. 

 
d. The Proposer shall submit with the proposal a summary of any training provided 

to employees to ensure the services proposed are provided in a safe and high 
quality manner and environment. 

 
e. If any services are expected to be subcontracted, the Proposer shall also provide 

all of the above information for the subcontractor(s). 
 

4. References/Client List. 

a. The Proposer shall provide a list of five (5) client references, at least three (3) of 
which shall be current clients, for whom the same or similar type of services as 
those sought in this RFP have been or are being provided.  The Proposer shall 
provide the location of the properties served, a contact person, electronic mail 



RFP Number 18-02:  Janitorial Services 
Leon County Research and Development Authority 
Submission Deadline:  July 2, 2018 @ 1:00 p.m. 

4  
 
 

address, if available, and telephone number for each.  The Authority reserves the 
right to contact clients for reference checks. 

 
b. In the event the Proposer plans to subcontract any services, the above 

information shall be provided as it relates to the subcontractor(s) and the 
services that will be performed by such subcontractor. 

 
 

5. Term of Agreement. 

The agreement will begin September 1, 2018. The terms of the agreement for janitorial 
services will be negotiated with the selected proposer. The Authority is expecting a 
minimum term of one (1) year with two (2) additional years at the option of the 
Authority. The contract will be monitored for acceptable services rendered throughout 
the contract term.  The Authority will have the option to cancel the contract in whole or 
in part during the contract term, for any reason or no reason, without penalty, upon 
notice.  The Proposer will not be entitled to lost profits or any further compensation not 
earned prior to the time of cancellation. 

 
6. Payments. 

a. For payment due for Basic Services the Proposer shall submit invoices at the end 
of each monthly billing period. Invoice amounts shall be based on the Proposer’s 
services as rendered.  Each building shall be invoiced individually. 

 
b. The Proposer shall provide an invoice which provides detailed billing for 

services provided no later than thirty (30) calendar days after the date the 
services have been rendered. Invoices received after this time has elapsed may 
be considered null and void. The invoice shall reference the purchase order 
number assigned to this agreement. 

 
c. Unless specified otherwise, the invoice shall be addressed as follows: 
 

Leon County Research and Development Authority 
c/o TALCOR Commercial Real Estate Services, Inc. 
1018 Thomasville Rd, Suite 200A 
Tallahassee, FL 32303  

 
d. Payments shall be paid to the Proposer within thirty (30) days contingent upon 

the receipt by Talcor of properly documented invoices for payment as 
determined by the budgetary and fiscal guidelines of the Authority and the 
condition that the Proposer has accomplished the services to the satisfaction of 
the Authority.  

 
B. Proposal Process. 
 

1. Optional Pre-submittal Conference 

A non-mandatory Pre-submittal Conference meeting and walk-through of the job sites 
will be held at the Leon County Research and Development Authority’s conference 
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room, 1736 W Paul Dirac Drive, Tallahassee, Florida, at 10:00 AM, June 18, 2018 with 
Stephanie Shoulet. 

 
2. Contact Information 

Each Proposer shall examine the RFP documents carefully and inspect the properties to 
be maintained pursuant to this RFP.  Questions concerning the RFP terms, conditions 
and technical specifications will be accepted in writing through 2:00 PM, June 21, 2018.  
Requests must be transmitted via email.  No Proposer may rely upon any oral responses.  
Answers to such questions will be posted on the Authority’s website.  Such written 
questions and requests shall be directed to the following Authority Contact person: 

 
Authority Contact: 
Stephanie Shoulet, Talcor Commercial Real Estate Services, Inc. 
stephanie@talcor.com 

 
a. All registered Proposers will be sent any addenda or clarifications issued in 

response to this RFP.  It is the responsibility of the Proposer to register its name 
and contact information with Stephanie Shoulet in order to receive said addenda 
or clarifications. 

 
b. Only communications from the Proposer which are in writing and signed by a 

person(s) authorized to contractually bind such Proposer will be recognized by 
the Board as duly authorized expressions on behalf of the Proposer. 

 
c. From the time this RFP is issued until a final decision is made by the Board as to 

the award of a contract to a Proposer, Proposers are instructed to:   
 

i. Only contact the Authority Contact, identified hereinabove, regarding this 
RFP, the Proposer’s Proposal or another Proposer’s Proposal in writing; 
provided any such contact shall be limited to questions regarding the process 
of this RFP and shall not relate to the merits of the Proposer’s Proposal or 
another Proposer’s Proposal; and 

 
ii. Other than discussions held during the optional Pre-Submittal Conference 

and public meetings of the Board, or of the Evaluation Committee, no 
contact or communication in person, by telephone, e-mail, through an 
intermediary, or otherwise with any member of the Board or any other 
representative of the Authority, other than Authority Contact, regarding this 
RFP, the Proposer’s Proposal or another Proposer’s Proposal shall occur. 

 
d. Any contact or communication in violation of the provisions above shall be 

cause for rejection of the Proposer’s Proposal. 
 
3. Proposal Deadline. 

Proposals must be received by the Authority by 1:00 PM, July 2, 2018 (“Submission 
Deadline”).  Proposals may be mailed or hand-delivered to the below address: 

 
Mail or hand-deliver to: 
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Leon County R&D Authority 
Attn:  Ron Miller 
1736 W. Paul Dirac Drive 
Tallahassee, FL 32310 

  
Mark on the outside of the envelope and on any carrier’s envelope:  "PROPOSAL 
FOR JANITORIAL SERVICES AT INNOVATION PARK, July 2, 2018, 1:00PM”. 
 
Due to inconsistent office hours, hand-delivered Proposals will only be accepted on the 
day of the Submission Deadline after 9:00am and before 1:00pm, or by appointment only 
if on days prior to the Submission Deadline.  Please email rmiller@inn-park.com to make 
an appointment.  

 
4. Submission of Proposal. 

a. Proposals must arrive at the above address no later than Submission Deadline to 
be considered.  

 
b. It is the Proposer’s responsibility to assure that their Proposal is delivered to the 

proper location no later than the Submission Deadline.   
 
c. The Authority Contact, whose duty it is to open the Proposals, will open the 

Proposals as soon as practicable after the established Submission Deadline.  
 
d. Proposals received later than the Submission Deadline will not be considered, 

will be marked “Too Late” and may be returned unopened to the Proposer.  
 
e. The Authority and Talcor are not responsible for the premature opening of a 

Proposal not properly addressed and identified by the RFP title and submission 
deadline on the outside of the envelope/package. 

 
f. The Proposer shall submit an ORIGINAL and three (3) copies of the proposal on 

or before the Submission Deadline. Proposals will be retained as the property of 
the Authority.  The Original of your Proposal must be clearly marked “Original” 
on its face and must contain an original, manual signature of an authorized 
representative of the responding Proposer; all other copies may be photocopies. 

 
g. Proposer Registration - Potential Proposers MUST officially register before July 

2, 2018, and as soon as possible, in order to be placed on the Registered 
Proposers list for the solicitation (see Attachment 9).  This list is used for 
communications to prospective Proposers.  Also, Proposers should be aware that 
solicitation documents obtained from sources other than the Authority Contact 
may be drafts, incomplete, or in some other fashion different from the official 
solicitation document(s).  Failure to register as a prospective Proposer may cause 
a Proposer’s Proposal to be rejected as non-responsive. 

 
h. Special Accommodation - Any person requiring a special accommodation at the 

Opening of Proposals because of a disability should inform the Authority 
Contact no less than three (3) workdays prior to the proposal deadline. 
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i. All expenses associated with the submittal of a proposal will be borne solely by 
the Proposers. 

 
5. General Conditions. 

a. Proposers must be available for interviews by the Evaluation Committee, and/or 
the Board if required. 

 
b. The contents of the Proposal of the successful Proposer will become part of the 

contractual obligations except as may be modified by subsequent negotiations. 
 
c. Proposals must be typed or printed in ink.  All corrections made by the Proposer 

to their Proposal prior to the Opening of Proposals must be initialed and dated 
by the Proposer.  No corrections will be allowed to be made to Proposals after 
the Opening of Proposals. 

 
d. The Authority reserves the right to reject any or all Proposals, in whole or in 

part, when such rejection is in the best interest of the Authority.  Further, the 
Authority reserves the right to withdraw this solicitation at any time prior to the 
final award of the contract. 

 
e. Equal Opportunity/Affirmative Action Requirements - The Proposer shall agree 

to a commitment to the principles and practices of equal opportunity in 
employment and to comply with the letter and spirit of federal, state, and local 
laws and regulations prohibiting discrimination based on race, color, religion, 
national region, sex, age, handicap, marital status, and political affiliation or 
belief.  For federally funded projects, in addition to the above, the Proposer shall 
agree to comply with Executive Order 11246, as amended, and to comply with 
specific affirmative action obligations contained therein. In addition to 
completing Attachment 3, the Equal Opportunity Statement, the Proposer shall 
include a copy of any affirmative action or equal opportunity policies in effect at 
the time of submission. 

 
f. Certification Regarding Debarment, Suspension, and Other Responsibility 

Matters - The Proposer must certify to the best of its knowledge and belief, that 
it and its principals are not presently debarred, suspended, proposed for 
debarment, declared ineligible, or voluntarily excluded from covered 
transactions by any Federal, State or local department or agency and meet all 
other responsibility matters as contained in the certification form attached as 
Attachment 4.  

 
g. Fictitious Name Registration - If the Proposer is operating under a 

fictitious name as defined in Section 865.09, Florida Statutes, proof of 
current registration with the Florida Secretary of State shall be submitted 
with the Proposal.   

 
h. Unauthorized Alien(s) - The Proposer shall be responsible for assuring that 

unauthorized aliens shall not be employed nor utilized in the performance of the 
requirements of this solicitation.  The Authority shall consider the employment 
or utilization of unauthorized aliens a violation of Section 274A(e) of the 
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Immigration and Naturalization Act (8 U.S.C. 1324a).  Such violation shall be 
cause for unilateral termination of the contract entered into by the Authority as a 
result of this RFP.  As part of the response to this RFP, please complete and 
submit Attachment 5 -- the “Affidavit Certification Immigration Laws.” 

 
i. Addenda to Specifications - If any addenda are issued after the initial 

specifications are released, the Authority will post the addenda on the 
Authority’s website at http://www.lcrda.org/   

 
It is the responsibility of the Proposer prior to submission of any Proposal to check the 
above website or contact the Authority Contact at (850) 224-2300 to verify any addenda.  
The receipt of all addenda must be acknowledged on the Proposal sheet. 

 
6. Schedule 

The following table lists the important dates/times and actions relative to this 
solicitation.  If the Board finds it necessary to make changes to the actions, dates, and/or 
times, such changes will be accomplished by written addendum to this solicitation and 
posted on the Authority’s website.  All times are local times in Tallahassee, Florida. 

 
Events Date/Time 

Release/Issuance of RFP June 8, 2018 
Optional Pre-Submittal Meeting June 18, 2018 at 10:00AM (EST) 
Questions for Clarification Deadline June 21, 2018 at 2:00 PM (EST) 
Submission Deadline July 2, 2018 at 1:00 PM (EST) 
Evaluation Committee’s 
Recommendation for Contract Award 
to the Board 

July 23, 2018 (tentative) 

Authorization of contract by Board of 
Governors of Authority 

August 2, 2018 

* Notice of meetings of the Evaluation Committee will be posted on the Authority’s 
website at http://www.lcrda.org/ 

 
7. Evaluation 

Proposals will be reviewed and evaluated based upon the following criteria: 
 

a. Completeness of proposal, approach to Scope of Services. 
 
b. Qualifications of Proposer and qualifications of personnel selected to perform 

the services. 
 
c. Past performance on contracts for similar services with respect to such factors 

such as costs, quality of work and ability to perform. 
 
d. Price.   

 
e. Local Preference in Purchasing and Contracting 

i. Preference in Requests for Proposals. In letting of contracts for 
procurement of contractual services for which a request for proposals is 
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developed with evaluation criteria and a point ranking system is used, 
additional points shall be added to the total score for a local preference, as 
follows:  
(1)      Individuals or firms which have a home office located within Leon, 

Gadsden, Wakulla, or Jefferson County, and which meet all of the 
criteria for a local business as set forth in this article, shall be given a 
preference in the amount of five (5) points.  

(2)      Individuals or firms which do not have a home office located within 
Leon, Gadsden, Wakulla, or Jefferson County, and which meet all of 
the criteria for a local business as set forth in this article, shall be 
given a preference in the amount of three (3) points. 

ii. Local business definition.  For purposes of this section, "local business" 
shall mean a business which: 

(1) Has had a fixed office located in and having a street address within 
Leon, Gadsden, Wakulla, or Jefferson County for at least six (6) months 
immediately prior to the issuance of the request for competitive bids or 
request for proposals by LCRDA; and 

(2) Holds any business license required by Leon County and, if applicable, 
the City of Tallahassee; and 

(3) Is the principal offeror who is a single offeror; a business which is the 
prime contractor and not a subcontractor; or a partner or joint venturer 
submitting an offer in conjunction with other businesses. 

iii. Certification.  Any vendor claiming to be a local business as defined shall 
so certify in writing to LCRDA. The certification shall provide all 
necessary information to meet the requirements of above.  The Local 
Vendor Certification Form is enclosed (Attachment 8).  LCRDA shall not 
be required to verify the accuracy of any such certifications and shall have 
the sole discretion to determine if a vendor meets the definition of a "local 
business." 
 

f. Minority, Women and Small Business Enterprise (MWSBE) Preference 
i. Preference in Requests for Proposals. In letting of contracts for procurement 

of contractual services for which a request for proposals is developed with 
evaluation criteria and a point ranking system is used, a preference of five 
(5) points shall be added for a certified MWSBE.  

ii. Certification.  Any vendor claiming to be an MWSBE shall attach evidence 
of certification from the Tallahassee-Leon County Office of Economic 
Vitality, or the State of Florida. 

 
Although not required, a point ranking system may be used to aid in the evaluation 
process.  If a point ranking system is not used, Local and MWSBE Preferences shall 
considered in the evaluation process.  
 

8. Contract 

The successful Proposer will be required to enter into a contract with the Authority in 
substantially the same form as the sample contract provided with this RFP.  By 
submitting a Proposal, the Proposer acknowledges and agrees to comply with the 
following if they become the Proposer chosen by the Board: 
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a. Hold Harmless - The Proposer shall agree to indemnify and hold harmless the 
Authority from all claims, damages, liabilities, or suits of any nature whatsoever 
arising out of, because of, or due to the breach of this agreement by the 
Proposer, its delegates, agents or employees, or due to any act or occurrence of 
omission or commission of the Proposer, including but not limited to costs and a 
reasonable attorney’s fee.  The Authority may, at its sole option, defend itself or 
allow the Proposer to provide the defense.  The Proposer shall acknowledge that 
ten dollars ($10.00) of the amount paid to the Proposer is sufficient 
consideration for the Proposer’s indemnification of the Authority. 

 
b. Audits, Records, and Records Retention:  The Proposer shall agree as 

follows: 
 

i. To establish and maintain books, records, and documents (including 
electronic storage media) in accordance with generally accepted 
accounting procedures and practices, which sufficiently and properly 
reflect all revenues and expenditures of funds provided under this 
contract. 

 
ii. To retain all client records, financial records, supporting documents, 

statistical records, and any other documents (including electronic 
storage media) pertinent to this contract for a period of five (5) years 
after termination of the contract, or if an audit has been initiated and 
audit findings have not been resolved at the end of five (5) years, the 
records shall be retained until resolution of the audit findings or any 
litigation which may be based on the terms of this contract. 

 
iii. Upon completion or termination of the contract and at the request of the 

Authority, the Proposer will cooperate with the Authority to facilitate 
the duplication and transfer of any said records or documents during the 
required retention period as specified hereinabove. 

 
iv. To assure that these records shall be subject at all reasonable time to 

inspection, review, or audit by Federal, state, or other personnel duly 
authorized by the Authority.   

 
v. Persons duly authorized by the Authority and Federal auditors, pursuant 

to 45 CFR Part 92.36(I)(10), shall have full access to and right to 
examine any of provider’s contract and related records and documents, 
regardless of the form in which kept, at all reasonable times for as long 
as records are retained. 

 
vi. To include the aforementioned audit and record keeping requirements in 

all approved subcontracts and assignments. 
 

c. Insurance - Attention is directed to the insurance requirements below.  
Proposers should confer with their respective insurance carriers or 
brokers to determine in advance of Proposal submission the availability 
of insurance certificates and endorsements as prescribed and provided 
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herein.  Proposers who fail to comply strictly with the insurance 
requirements may be disqualified from award of the contract. 

 
i. The Proposer shall procure and maintain for the duration of the contract 

insurance against claims for injuries to persons or damages to property 
which may arise from or in connection with the performance of the work 
hereunder by the Proposer, his agents, representatives, or employees.   
 

ii. Minimum Limits of Insurance – The Proposer shall maintain limits no 
less than the following:  

 
(1) General Liability.  $1,000,000 combined single limit per 

occurrence for bodily injury, personal injury and property 
damage with a $2,000,000 annual aggregate.  Contractor’s 
insurance shall include Authority as an additional insured as 
provided herein below. 

(2) Automobile Liability:  $1,000,000 combined single limit per 
accident for bodily injury and property damage for non-owned, 
hired automobile.  Contractor’s insurance shall include 
Authority as an additional insured as provided herein below. 
The requirements of this provision may be waived upon 
submission by Contractor of a written statement that no 
automobiles are used to conduct business. 

(3) Worker’s Compensation and Employers Liability:  Insurance 
covering all employees meeting statutory requirements in 
compliance with the applicable state and federal laws.  In lieu of 
naming Authority as an additional insured, Contractor shall 
provide to Authority a waiver of all rights of subrogation 
against Authority with respect to losses payable under such 
workers’ compensation policy(ies). 

iii. Deductibles and Self-Insured Retentions - Any deductibles or self-
insured retentions applicable to any of Contractor’s policies required 
above shall be declared to and approved by Authority.  Thereafter, at the 
request of Authority, Contractor shall cause its insurer to reduce or 
eliminate such deductibles or self-insured retentions as they may apply 
to Authority, its agents, officers, officials, employees and volunteers or, 
in lieu of such reductions or eliminations, Contractor shall procure a 
bond guaranteeing payment of losses and related investigations, claims 
administration, and defense expenses. 

 
iv. Other Insurance Provisions – The policies are to contain, or be endorsed 

to contain, the following provisions: 
 

(1) General Liability and Automobile Liability Coverages 
(Authority and its agents are to be named as Additional 
Insured). 
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(2) The Authority, its officers, officials, employees, agents and 
volunteers are to be covered as insureds as respects; liability 
arising out of activities performed by or on behalf of the 
Proposer, including the insured’s general supervision of the 
Proposer; products and completed operations of the Proposer; 
premises owned, occupied or used by the Proposer; or 
automobiles owned, leased, hired or borrowed by the Proposer. 
The coverage shall contain no special limitations on the scope of 
protections afforded the Authority, its officers, officials, 
employees, agents or volunteers. 

 
(3) The Proposer’s insurance coverage shall be primary insurance 

as respects the Authority, it officers, officials, employees, agents 
and volunteers. Any insurance of self-insurance maintained by 
the Authority, its officers, officials, employees, agents or 
volunteers shall be excess of the Proposer’s insurance and shall 
not contribute with it. 

 
(4) Any failure to comply with reporting provisions of the policies 

shall not affect coverage provided to the Authority, its officers, 
officials, employees, agents or volunteers. 

 
(5) The Proposer’s insurance shall apply separately to each insured 

against whom claim is made or suit is brought, except with 
respect to the limits of the insurer’s liability. 

 
(6) All Coverages  - Each insurance policy required by this clause 

shall be endorsed to state that coverage shall not be suspended, 
voided, canceled by either party, reduced in coverage or in 
limits except after thirty (30) days prior written notice by 
certified mail, return receipt requested, has been given to the 
Authority. 

 
(7) Acceptability of Insurers - Insurance is to be placed with 

insurers with a Best’s rating of no less than A:VII. 
 

(8) Verification of Coverages – The Proposer shall furnish the 
Authority with certificates of insurance and with original 
endorsements effecting coverage required by this clause. The 
certificates and endorsements for each insurance policy are to be 
signed by a person authorized by that insurer to bind coverage 
on its behalf. All certificates and endorsements are to be 
received and approved by the Authority before work 
commences. The Authority reserves the right to require 
complete, certified copies of all required insurance policies at 
any time. 

 
d. Ethical Business Practices 
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i. Gratuities - It shall be unethical for any person to offer, give, or agree to 
give any Authority employee, or for any Authority employee to solicit, 
demand, accept, or agree to accept from another person, a gratuity or an 
offer of employment in connection with any decision, approval, 
disapproval, recommendation, or preparation of any part of a program 
requirement or a purchase request, influencing the content of any 
specification or procurement standard, rendering of advice, 
investigation, auditing, or performing in any other advisory capacity in 
any proceeding or application, request for ruling, determination, claim 
or controversy, or other particular matter, subcontract, or to any 
solicitation or response therefore. 

 
ii. Kickbacks - It shall be unethical for any payment, gratuity, or offer of 

employment to be made by or on behalf of a subcontractor under a 
contract to the Proposer or higher tier subcontractor or any person 
associated therewith, as an inducement for the award of a subcontract or 
order.  

 
e. The Authority reserves the right to deny award or immediately suspend any 

contract resulting from this response pending final determination of charges of 
unethical business practices.  At its sole discretion, the Board may deny award 
or cancel the contract if it determines that unethical business practices were 
involved.  

 
9. Proposal Format. 

 
a. General Format for Proposals 

To facilitate evaluation, the Proposer shall follow the format outlined in this 
section. Failure of a Proposer to follow the required format may, at the sole 
discretion of the Authority, result in the rejection of the submittal. Proposals 
shall contain concise written material that enables a clear understanding and 
evaluation of the capabilities of the Proposer. Clarity and completeness are 
essential. The Authority, at its sole discretion, may reject any Proposal which is 
unclear in any way. 

 
 b. Proposal Content  

 
This RFP will be used as the instrument to solicit Proposals for Janitorial 
Services for the Authority.  It defines the terms, conditions and specifications to 
be followed and met by the Proposers.  In order to maintain comparability and 
simplify the review and evaluation process, all Proposals submitted are required 
to be organized in the following manner.  Failure to comply with the prescribed 
organization may, at the discretion of the Evaluation Committee, result in the 
elimination of the Proposal from consideration.  Proposals are to be submitted in 
three ring binders or bound by binder clips only.  No manner of plastic, comb or 
wire bindings or staples are acceptable.  Be sure to follow and clearly mark each 
section of your Proposal according to the sections below. 
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Tab 1 – Title Page – The Title Page should contain the following: 
 

 The RFP title 
 
 The name of the proposing Proposer 
 
 The name, address, telephone, e-mail address and fax number of the 

primary contact person 
 

Tab 2 – Table of Contents – The table of contents should include a clear 
identification of the material included in the Proposal, by section and by page 
number. 

 
Tab 3 – Approach to Scope of Service  

 
Tab 4 – Qualifications 

 
Tab 5 – Experience  

 
Tab 6 – References/Client List 

 
Tab 7 – Required Forms 
 
(1) Include the following completed forms: 

 
 Attachment 1 – Proposal Form 
 Attachment 2 – Price Schedule 
 Attachment 3 – Equal Opportunity/Affirmative Action Statement;  
 Attachment 4 – Certification Regarding Debarment, Suspension and 

Other Responsibility Matters; 
 Attachment 5 – Affidavit Certification Immigration Laws;  
 Attachment 6 – Insurance Certification Form; and  
 Attachment 7 – Drug-Free Work Place Form. 
 Attachment 8 – Local Vendor Certification 
 Attachment 9 –Proposer Registration Form (as submitted prior to 

July 2, 2018) 
 

(2) Copies of required licenses, registrations, and certifications, if any 
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ATTACHMENT 1 

PROPOSAL FORM 

Janitorial Services 
At Innovation Park 

 
Place: Leon County R&D Authority 

1736 W. Paul Dirac Drive 
Tallahassee, FL 32310 

Due Date: July 2, 2018 at 1:00 PM 
 

 Proposal of         hereinafter-called 
PROPOSER, a corporation organized and existing under the laws of the State of  
  , or, a partnership, a company, or an individual doing business as   
      . 
 
 To the Leon County Research and Development Authority, hereinafter referred to as 
“Authority”. 
 
 The PROPOSER, in compliance with the request for proposals for Janitorial Services, 
having examined the specifications with related documents and the sites of the proposed work, 
and being familiar with all of the conditions of the proposed work, including the availability of 
materials and labor, hereby proposes to furnish all labor, material and supplies and at the prices 
shown in the attached Price Schedule. These prices are to cover all expenses incurred in 
performing the work required under the proposal documents, of which this proposal is a part. 
These prices are firm and shall not be subject to adjustment provided this Proposal is accepted 
within ninety (90) days after the time set for receipt of proposals. 
 
 PROPOSER hereby agrees to commence work under this contract on or before a date to 
be specified in a written “Notice to Proceed” to be issued by the Authority. 
 
 PROPOSER agrees to perform all work for which he contracts as described in the 
specifications for the unit prices shown on the attached Price Schedule. 
 
 Upon receipt of the Notice of Award, PROPOSER will execute the formal contract 
attached within seven (7) days and deliver Insurance Certificates and Bonds as required.   
 
 The undersigned hereby declares that only the persons or firms interested in the proposal 
as principal or principals are named herein, and that no other persons or firms than are herein 
mentioned have any interest in this Proposal or in the contract to be entered into; that this 
proposal is made without connection with any other person, company, or parties likewise 
submitting a proposal; and that it is in all respects for and in good faith, without collusion or 
fraud. 
 
 
 
 
 
 
DEVIATIONS FROM SPECIFICATIONS IF ANY: 
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I have read all of the specifications and requirements and do hereby certify that all items 
submitted meet specifications. 
 
COMPANY: __________________________  AGENT NAME: ________________________ 
 
ADDRESS:_________________________________________ 
 
CITY: ____________________STATE: ___________ ZIP CODE: _____________________ 
 
TELEPHONE: ________________________  TELEFAX: _____________________ 
 
FEDERAL ID#:___________________ AND/OR SOCIAL SECURITY #: ________________ 
 
 
    

Respectfully submitted, 
 
Attest:  
 
By:_______________________________  By: ____________________________  
 
Print Name ________________________  Print Name ______________________ 
 
Date _____________________________  Title ___________________________ 
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ATTACHMENT 2 

PRICE SCHEDULE 

The PROPOSER, in compliance with the request for proposals for the JANITORIAL 
SERVICES, having examined the scope of work and written specifications, hereby proposes to 
furnish JANITORIAL SERVICES for the following unit prices.  
 
COST OF BASIC SERVICES 

 
Proposed annual % increase for additional option years 2 & 3: _______% 
 
Carpet Cleaning and Resilient Floor Refinishing 
Carpet cleaning and resilient floor refinishing shall be quoted at the time service is requested, and 
the Authority may elect to contract with another provider for these services.  

 
The above unit prices listed in the Price Schedule shall include all labor, materials, 

removal, overhead, profit, insurance, and any other cost necessary to cover the finished work of 
the several kinds called for. 
 
 PROPOSER agrees that this proposal shall be good and may not be withdrawn for a 
period of ninety (90) days after the scheduled closing time for receiving proposals. 
    
Respectfully submitted, 
 
By:_______________________________ 
 Signature 
 
___________________________________  ___________________________________ 
Print Name     Print Title 

 
PROPERTY 

NAME 
PROPERTY 
ADDRESS 

PRICE 
PER 

SQUARE 
FEET/ 

MONTH 

 
CLEAN-ABLE 
SQUARE FEET 

(AS OF 
6/30/15) 

 
 

TOTAL  
COST 
PER 

MONTH 

TOTAL COST 
PER YEAR 

1 
 

Morgan 
 

2035 E Paul 
Dirac Dr 

$ 
 

22,707 $ $ 

2 Johnson 
2035 E Paul 

Dirac Dr 
 
$ 

 
27,294 

 
$ 

$ 

3 Collins 
2051 E Paul 

Dirac Dr 
$ 

 
4,269 $ $ 

4 Knight 
1736 W Paul 

Dirac Dr 
$ 

 
2,632 $ $ 

Total $ 56,902 $ $ 
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ATTACHMENT 3 
 

 EQUAL OPPORTUNITY/AFFIRMATIVE ACTION STATEMENT 
 
1. The Proposer hereby agrees to a commitment to the principles and practices of equal 

opportunity in employment and to comply with the letter and spirit of federal, state, and 
local laws and regulations prohibiting discrimination based on race, color, religion, national 
region, sex, age, handicap, marital status, and political affiliation or belief. 

 
2. The Proposer agrees to comply with Executive Order 11246, as amended, and to comply 

with specific affirmative action obligations contained therein. 
 
 
 

Signed: __________________________________________ 
 

Title:  __________________________________________ 
 

Proposer: __________________________________________ 
 

Address: __________________________________________ 
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ATTACHMENT 4 

 
CERTIFICATION REGARDING 

DEBARMENT, SUSPENSION, 
AND OTHER RESPONSIBILITY MATTERS 

 
1)  The Proposer certifies to the best of its knowledge and belief, that it and its principals: 
 

a) Are not presently debarred, suspended, proposed for debarment, declared ineligible, or 
voluntarily excluded from covered transactions by any Federal department or agency; 

 
b) Have not within a three-year period preceding this been convicted of or had a civil 

judgment rendered against them for commission of fraud or a criminal offense in 
connection with obtaining, attempting to obtain, or performing a public (Federal, State or 
local) transaction or contract under a public transaction; violation of Federal or State 
antitrust statutes or commission of embezzlement, theft, forgery, bribery, falsification or 
destruction of records, making false statements, or receiving stolen property; 

 
c) Are not presently indicted for or otherwise criminally or civilly charged by a 

governmental entity (Federal, State or local) with commission of any of these offenses 
enumerated in paragraph (1)(b) of this certification; and 

 
d) Have not within a three-year period preceding this application/Proposal had one or more 

public transactions (Federal, State or local) terminated for cause or default. 
 
2) Where the Proposer is unable to certify to any of the statements in this certification, such 

Respondent shall attach an explanation to this Proposal. 
 
3) No subcontract will be issued for this project to any party which is debarred or suspended 

from eligibility to receive federally funded contracts. 
 
 
         
Signature 
 
 
         
Title 
 
 
                
Proposer’s name 
 
                
Address 
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ATTACHMENT 5 
AFFIDAVIT CERTIFICATION 

IMMIGRATION LAWS 
 

The Authority will not intentionally award Authority contracts to any Proposer who knowingly 
employs unauthorized alien workers, constituting a violation of the employment provisions 
contained in 8 U.S.C. Section 1324 A(e) (Section 274a(e) of the Immigration and Nationality 
Act). 
 
The Authority may consider the employment by any Proposer of Unauthorized Aliens a violation 
of Section 274A(e) of the INA.  Such violation by the Proposer of the employment provision 
contained in Section 274A(e) of the INA shall be ground for unilateral cancellation of the 
contract by the Authority. 
 
RESPONDENT ATTESTS THAT THEY ARE FULLY COMPLIANT WITH ALL 
APPLICABLE IMMIGRATION LAWS (SPECIFICALLY TO THE 1986 IMMIGRATION 
ACT AND SUBSEQUENT AMENDMENTS). 
 
Company Name:                  
 
 
Signature:          Title:        
 
 
 
STATE OF       
COUNTY OF      
 
Sworn to and subscribed before me this            day of                       , 20    . 
 
 
Personally known                 

 NOTARY PUBLIC 
 
OR Produced identification                             Notary Public - State of                                         
 
                                                                        My commission expires:                                        
(Type of identification) 

 
  Printed, typed, or stamped 
  commissioned name of notary public 

 
The signee of this Affidavit guarantees, as evidenced by the sworn affidavit required herein, the 
truth and accuracy of this affidavit to interrogatories hereinafter made.   
 
 THE AUTHORITY RESERVES THE RIGHT TO REQUEST SUPPORTING 
DOCUMENTATION, AS EVIDENCE OF SERVICES PROVIDED, AT ANY TIME. 
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ATTACHMENT 6 
INSURANCE CERTIFICATION FORM 

 
 
To indicate that Proposer understands and is able to comply with the required insurance, as stated 
in the RFP document, the Proposer shall submit this insurances sign-off form, signed by the 
company Risk Manager or authorized manager with risk authority. 
 
1. Is/are the insurer(s) to be used for all required insurance (except Workers’ Compensation) 

listed by Best with a rating of no less than A:VII? 
 
    YES    NO 
 

Commercial General Indicate Best Rating:                  
Liability:   Indicate Best Financial Classification:                

  
 

Automobile Liability: Indicate Best Rating:                  
Indicate Best Financial Classification:                  

 
2. Is the insurer to be used for Workers’ Compensation insurance listed by Best with a rating 

of no less than A:VII? 
 
    YES    NO 
 
 

Indicate Best Rating:                  
Indicate Best Financial Classification:                

 
If answer is NO, provide name and address of insurer:                                                                                              

 
                                                                                                                              
                                                                                                                                      

 
3. Is the Proposer able to obtain the required types and limits of coverage for this RFP, as 
identified within the solicitation package?  Be sure to carefully review and ascertain that the 
Proposer either has coverage or will place coverage at these or higher levels.   
  

    YES    NO 
 
Please mark the appropriate box: 
 
Coverage is in place __________      Coverage will be placed, without exception  ______ 
 
 



RFP Number 18-02:  Janitorial Services 
Leon County Research and Development Authority 
Submission Deadline:  July 2, 2018 @ 1:00 p.m. 

22  
 
 

The undersigned declares under penalty of perjury that all of the above insurer information is true 
and correct. 
 
 
Name                                                           Signature         

Typed or Printed 
 
Date                                                             Title                                                                                  

 (Company Risk Manager or  
 Manager with Risk Authority) 
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ATTACHMENT 7 

Drug Free Work Place Form 
 
Drug-Free Work Place: Yes ____________   N/A ___________    
  
If Yes please complete the form.  
  
The undersigned proposer hereby certifies that _____________________________________ 
(Name of Business) does: 
  
Publish statement notifying employees that the unlawful manufacture, distribution, dispensing, 
possession, or use of a controlled substance is prohibited in the workplace and specifying the 
actions that will be taken against employees for violations of such prohibition.  
  
Inform employees about the dangers of drug abuse in the workplace, the business’s policy of 
maintaining a drug-free workplace, any available drug counseling, rehabilitation, and employee 
assistance programs, and the penalties that may be imposed upon employees for drug abuse 
violations.  
  
Give each employee engaged in providing the commodities or contractual services that are 
proposed a copy of the statement specified in subsection (1).  
 
In the statement specified in subsection (1), notify the employees that, as a condition of working 
on the commodities or contractual services that are under bid, the employee will abide by the 
terms of the statement and will notify the employer of any conviction of, or plea of guilty or novo 
contender to, any violation of Chapter 893 or of any controlled substance law of the United States 
or any state, for a violation occurring in the workplace no later than five (5) days after such 
conviction.  
  
Impose a sanction on, or required the satisfactory participation in a drug abuse assistance or 
rehabilitation program is such is available in the employee’s community, by any employee who is 
so convicted.  
  
Make a good faith effort to continue to maintain a drug-free workplace through implementation 
of this section.  
  
As the person authorized to sign the statement, I certify that this firm complies fully with the 
above requirements.  
 

__________________________________  
Proposer’s Signature  

  
___________________________________  
Date  

  
This form must be completed, signed and returned with your response to fulfill the requirements 
of this RFP 



RFP Number 18-02:  Janitorial Services 
Leon County Research and Development Authority 
Submission Deadline:  July 2, 2018 @ 1:00 p.m. 

24  
 
 

ATTACHMENT 8 
 LOCAL VENDOR CERTIFICATION 

 
The undersigned, as a duly authorized representative of the vendor listed herein, certifies to the best of his/her knowledge 
and belief, that the vendor meets the definition of a Local Business.   For purposes of this section, "local business" shall 
mean a business which: 
a) Has had a fixed office located in and having a street address within Leon, Gadsden, Wakulla, or Jefferson County for 

at least six (6) months immediately prior to the issuance of the request for competitive bids or request for proposals 
by the Leon County R&D Authority; and 

b) Holds any business license required by Leon County (or one of the other local counties), and, if applicable, the City of 
Tallahassee; and 

c) Is the principal offeror who is a single offeror; a business which is the prime contractor and not a subcontractor; or a 
partner or joint venturer submitting an offer in conjunction with other businesses. 

Please complete the following in support of the self-certification and submit copies of your County and City business 
licenses.  Failure to provide the information requested will result in denial of certification as a local business. 

 
Business Name: 
 
Current Local Address: 

 
Phone: 
Fax: 

 
If the above address has been for less than six months, please provide the prior address. 
 
 
Length of time at this address: 
 
Home Office Address: 

 
Phone: 
Fax: 

 
______________________________________________  _____________________________ 

       Signature of Authorized Representative     Date 
 
STATE OF ___________________ 
COUNTY OF _________________ 
 
The foregoing instrument was acknowledged before me this ____________day of____________, 20___. 

By _____________________________________________, of ___________________________________, 
              (Name of officer or agent, title of officer or agent)         (Name of corporation acknowledging) 

a _________________________________ corporation, on behalf of the corporation.  He/she is personally known to me 
             (State or place of incorporation) 

or has produced _____________________________________________as identification.    
      (type of identification) 

___________________________________________________ 
     Signature of Notary       
                           

___________________________________________________ 
Return Completed form with      Print, Type or Stamp Name of Notary                    
supporting documents to:     
         ___________________________________________________ 
Leon County R&D Authority, Ron Miller               Title or Rank     
1736 W. Paul Dirac Drive 
Tallahassee, Florida 32310    ___________________________________________________ 

              Serial Number, If Any  
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ATTACHMENT 9 

 
PROPOSER REGISTRATION FORM 

 
Distribution of Solicitation Documents – Documents related to the subject RFP are being distributed via the LCRDA’s 
website, http://innovation-park.com/opportunities/. 
 
Official Registration - Companies must officially register, before July 2, 2018, in order to be placed on the proposer 
registration list for this solicitation.  This list is used for communications to prospective companies.   

 To register as a proposer, complete the following information in its entirety and email the completed registration 
form to Ron Miller at rmiller@inn-park.com.   

 Potential respondents to the RFP are responsible for reviewing the complete RFP documents and for collecting all 
addenda prior to submitting their response.  Addenda and revisions will not be forwarded automatically.  Potential 
respondents are advised to check the LCRDA’s website http://innovation-park.com/opportunities/ periodically 
and prior to submitting their response. 

 
Name of the Company: 

Company’s Mailing Address: 

City: State: Zip Code: 

Telephone: Fax: E-Mail: 

Primary Contact Person for the Company: 

Contact Person’s Mailing Address: 

City: State: Zip Code: 

Telephone: Fax: E-Mail: 

 
Questions & Answers - Questions concerning the RFP, required submittals, evaluation criteria, response schedule, or 
selection process, and requests for interpretations or corrections of any or actual or perceived ambiguity, inconsistency or 
error which the company may discover shall be directed in writing to Ron Miller.  Such written questions and requests 
shall be: (1) received by Ron Miller no later than June 21, 2018 at 2:00 p.m. EST; (2) signed by a person authorized to 
contractually bind such company; and (3) directed to Ron Miller by the company by e-mail.  Answers to such questions 
will be posted on the LCRDA’s website http://innovation-park.com/opportunities/. 
 
Communication Prohibition - Prospective respondents are cautioned not to contact any officials other than Ron Miller 
concerning this RFP.  
 
Contact Information for Ron Miller –  

 E-mail: rmiller@inn-park.com 
 

Submit completed registration form to Ron Miller via email at rmiller@inn-park.com
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Exhibit “A” 
Janitorial Services 

Locations 

 
 
 

Bldg #  PROPERTY NAME PROPERTY ADDRESS 

8 Morgan 2035 E Paul Dirac Dr 

10 Johnson 2035 E Paul Dirac Dr 
7 Collins 2051 E Paul Dirac Dr 

15 Knight  1736 W Paul Dirac Dr 
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Exhibit “B” 
Janitorial Services 
Scope of Services  

 
 

All references to “Contractor” in Exhibit “B” shall have the same meaning as “Proposer” as previously defined herein.  
 

1. PERFORMANCE STANDARDS 
The Authority shall be the sole determinant of all standards referenced in these specifications, 
including but not limited to, standards of cleanliness and the measurement thereof (performance 
standards), standards of green cleaning products and methods, standards of conduct, dress standards, 
standards for management response and cooperation, etc. complaints, concerns, or comments 
presented by the Authority regarding any of these standards and the measure of the Contractor’s 
performance thereunder shall not be subject to debate. 

 
2. INDEPENDENT CONTRACTORS 

The Contractor will not be allowed to treat employees as independent contractors. No individuals or 
subcontractors classified as independent contractors, pursuant to the United States Internal Revenue 
Service definition, shall be permitted to work on any part of this contract, or in or on the premises of 
any Authority building, as an express term and condition of this proposal. The Contractor shall 
accept full responsibility for ensuring that adequate Worker's Compensation Insurance is available 
for each of his employees.  

 
3. PERSONNEL 

a. Contract Manager 
The Contractor shall arrange for a contract manager (which may be the Contractor himself) 
and an alternate to be the primary contacts for services. The contract manager or alternate 
must respond within 30 minutes. 
 
The contract manager will receive notices, reports, or requests for service from the Property 
Manager of the Authority or her representative, (herein after referred to as the “Property 
Manager”) and shall be available at all times when the contract work is in progress. It is the 
policy of the Authority that Authority direction or supervision of Contractor’s employees, 
directly or indirectly, shall not be exercised. 

 
b. Employees 

The Contractor, at its sole cost, shall furnish all labor necessary to properly perform all 
services according to the specifications set forth in this Agreement.  The Contractor shall 
provide a current FDLE (Florida Department of Law Enforcement) background check on 
each individual that will be working in the buildings no later than five (5) working days 
prior to the individual beginning work. The background check will be reviewed and 
approved by the Property Manager before any Contractor employee may begin work. The 
Contractor may access the FDLE site themselves to perform this check online.  The 
Contractor is responsible for any costs associated with this action. The address for the site is: 
https://web.fdle.state.fl.us/search/app/default. If the individual has not been a resident in 
Florida for 12 months, then a check should be done from their previous residence.  The 
Authority reserves the right to reject any proposed custodial personnel based on background 
check information.  



RFP Number 18-02:  Janitorial Services 
Leon County Research and Development Authority 
Submission Deadline:  July 2, 2018 @ 1:00 p.m. 

28  
 
 

 
All employees assigned by the Contractor to perform the work as outlined under this 
contract shall be physically able to do their assigned work. It shall be the Contractor’s 
responsibility to ensure that all employees meet the physical standards to perform the work 
assigned.  All personnel will receive close and continuing first line supervision. All crew 
supervisors must have a minimum of one (1) year of experience in the commercial janitorial 
field. 

 
4. PERSONNEL EXPERIENCE REQUIREMENTS 

All site managers engaged in directing the work to be accomplished under this contract shall possess 
at least one (1) year of recent (within the past 5 years) experience in directing cleaning type 
operations in a supervisory capacity for buildings of the approximate size of the building(s) to be 
cleaned under this contract. 

 
5. OPERATIONS AND MANAGEMENT PLANS 

Contractor shall conduct its operations in accordance with the “Operations and Management Plan” 
submitted as part of its proposal and attached hereto as Attachment 1, which plan may be amended 
from time to time, as necessary, with the concurrence of the Property Manager.    
 

6. HOURS OF WORK 
Most offices will be required to be cleaned between 5:30 p.m. and 12 midnight, Monday through 
Friday, unless other hours are agreed to by the Authority.  Currently there is approximately 
27,294 SF at the Johnson Building, 22,707 SF at the Morgan Building, 4,269 SF at the Collins 
Building, and 2,632 SF at the Knight Building that for security purposes will require cleaning 
during normal office business hours.  The Contractor and the Authority’s Property Manager will 
agree to a schedule for the cleaning of these areas which may be either in the morning upon 
commencement of the normal workday or at the end of the work day prior to the offices being 
closed. The Authority reserves the right to modify the hours in which offices need to be cleaned, as 
needed, for security purposes.  The Contractor has agreed that at least one staff person, that will be 
assigned to clean the offices required to be cleaned during normal office business hours, will inspect 
the restrooms and breakrooms in the Buildings and spot clean and stock same, as needed, at no 
additional cost.   
 
As an optional service, the Contractor shall provide a porter to service the Facilities to provide 
emergency custodial services; monitor, clean and stock restrooms, and other related work, as 
necessary. 
 

7. SPECIAL SERVICES   
a. Carpet Cleaning and Floor Refinishing 

Upon request, and subject to negotiating competitive pricing at the time service is 
requested, the Authority may require the Contractor to provide carpet cleaning and floor 
refinishing services.   These services will be billed as part of the next regularly scheduled 
Contractor’s invoice but will be listed separately on the invoice along with standard contract 
charges. Orders for carpet cleaning and/or floor refinishing services will be placed in writing 
by the Authority. In no event shall the Authority be liable to the Contractor for payments for 
any carpet cleaning and floor refinishing work performed by the Contractor, unless the 
Contractor performs such work by WRITTEN directive of the Authority. 
 

b. Special or Unusual Conditions 
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In the event special or unusual conditions, the Property Manager, may require the Contractor 
to provide additional janitorial or cleaning services not covered by these specifications. 
Payment will be made at a rate negotiated with the Contractor. These services will be billed 
as part of the next regularly scheduled Contractor’s invoice but will be listed separately on 
the invoice along with standard contract charges. Orders for special services may be placed 
orally (in the event of an emergency) or in writing by the Property Manager. All written 
orders will describe the service to be provided and will state the negotiated fee which the 
Contractor will be compensated.  Except in the event of an emergency, in no event shall the 
Authority be liable to the Contractor for payments for any extra work performed by the 
Contractor, unless the Contractor performs such work by WRITTEN directive of the 
Authority. 

 
8. EMERGENCY SERVICES   

If an emergency arises (such as flooding of a particular section of a building) the Contractor shall 
divert his force, or such part thereof as deemed necessary by the Property Manager, from their 
normal assigned duties to meet these conditions. When these employees are no longer needed, they 
shall be directed by the Contractor to return to their normal duties. The Contractor shall not be 
penalized because the normal daily work which otherwise would have been performed had to be 
neglected, but every effort must be made to complete contract requirements. 
 

9. SUPPLIES, MATERIALS, EQUIPMENT AND UTILITIES   
a. The Contractor, at its sole cost, shall furnish all supplies, materials, and equipment necessary 

for the proper performance of the janitorial service. Supplies and materials include, but are 
not limited to, brooms, brushes, dust cloths, microfiber mops, sponges, squeegees, porcelain 
ware cleaner, liquid and powder detergents, disinfectants, glass cleaner, floor polish, waxes, 
stripper, metal and furniture polish, and any other compounds necessary to properly 
maintain the premises. The Contractor shall supply plastic bags and liners, including bags 
for sanitary disposal receptacles and wastebaskets.  The Authority assumes no responsibility 
for equipment, tools, materials or any other items used in the performance of Contractor’s 
work.  This shall include any stored materials and supplies, if any.  Authority property will 
not be used in any manner for personal advantage, business gain, or other personal endeavor 
by the Contractor or the Contractor’s employees. 

b. In order to minimize the health and environmental impacts of maintaining clean facilities, 
the Authority is requiring the use of environmentally preferable cleaning products and 
methods. Environmentally Preferable Cleaning Products are to be used during the entire 
term of the contract. Contractor shall use only environmental preferable products in the 
following categories:   

 General-purpose cleaners, floor cleaners, bathroom cleaners, glass cleaners, and 
carpet cleaners;   

 Disinfectants;  
 Other chemicals, as needed, to perform the duties of the particular job or function.   

 
For purposes of this contract, the Authority defines an environmentally preferable cleaning 
product as one that is certified through Green Seal GS-37, DfE (EPA’s Design for the 
Environment) or the ECP/EcoLogo (Canada’s Environmental Choice Program). Products 
that are not listed through one of these certification agencies will not be allowed to be used 
as part of this cleaning contract.  For more information on the certification agencies and 
product lists, see the following websites:  (1) Green Seal (GS-37) www.greenseal.org or (2) 
EPA Design for the Environment www.epa.gov/dfe.  Prior to contract award, the Contractor 
must provide a complete list of products, including Material Safety Data Sheets they will 
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use. As stated above, the products must be certified through one of the three certifying 
agencies listed above with the exception of floor finishes and floor strippers. The use of any 
product not certified through one of the three certifying agencies shall require the prior 
approval of the Property Manager.  

c. Changes to any products and/or product lists used as part of this contract must be submitted 
in writing to the appropriate Building Operations Manager, along with any new Material 
Safety Data Sheets. Noncompliant chemicals must be removed immediately from the 
building. Chemicals used for disinfection of blood and other potentially infectious material 
shall be on EPA's list of registered antimicrobial products effective against blood borne/body 
fluid pathogens.   

d. Provide to the Authority and post in the janitorial area, Material Safety Data Sheets (MSDS) 
for all chemicals used or stored in the building.  The Contractor shall not use any material or 
supplies, which the Authority determines, would be unsuitable for the purpose, or offensive 
or harmful to any part of the facility, its contents, equipment, employees, or patrons.  

e. Provide all necessary cleaning equipment including, but not limited to, buffing machines, 
vacuum cleaners with HEPA filters, carpet extractors, etc., needed for the performance of 
the work of this contract. Such equipment shall be of the size and type customarily used in 
work of this kind and shall meet all OSHA and local standards.  All equipment shall meet or 
exceed qualifications of GreenSeal (GS-42) or EcoLogo (CCD).  Equipment deemed by the 
Property Manager to be of improper type or design or inadequate for the purpose intended 
shall be replaced by the CONTRACTOR.  GreenSeal standards may be found at 
www.GreenSeal.org and ECOLOGO standards may be found at: 
http://industries.ul.com/environment/certificationvalidation-marks/ecologo-product-
certification. 

f. All employees of the Contractor including supervisors shall be required to wear uniforms. 
The uniforms must be approved by the Authority. Employees of the Contractor not in 
uniform will not be allowed to work. At a minimum the uniforms will consist of a uniform 
shirt or smock. The uniforms shall have the Contractor’s name affixed thereon in a 
permanent manner. The Contractor's name along with other designations such as the 
employee's name shall be easily identifiable. Any color or appropriate color combination 
may be used for the uniforms. Employees shall be required to dress neatly, in accordance 
with tasks being performed.  Uniforms must be readily identifiable and not be hidden by any 
outerwear or other clothing when employee is on duty.  

g. The Contractor must insure that all restrooms are fully stocked at all times including 
weekends and holidays. This is to include evenings when buildings are used for functions. 
The items to be fully stocked at all times are: toilet tissue, towels, seat covers, and liquid 
soap (with preference for use of foaming dispensers to minimize product use). Provision and 
installation of said supplies shall be the Contractor's sole responsibility regardless of 
perceived operating difficulties. Products must meet the specifications of GreenSeal, 
EcoLogo and/or CFPA Certified.   

h. The Authority reserves the right to require Contractor to change products used, if in the 
Authority’s opinion the products used do not achieve quality results.  

10. SECURITY CLEARANCES 
All employees, performing work under the contract must comply with all security and administrative 
requirements of the Authority. The Contractor shall ensure that all required background checks are 
provided prior to the employees obtaining access to provide services. The Authority may refuse 
access to, or require replacement of, any personnel for cause, including, but not limited to, technical 
or training qualifications, quality of work, change in security status, or non-compliance with the 
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Authority’s security or other requirements. Such approval shall not relieve the Contractor of its 
obligation to perform all work in compliance with the contract.   

 
The Authority reserves the right to exercise full and complete control over granting, denying, 
withholding, withdrawing, or terminating clearances for employees. The Authority may, as he/she 
deems appropriate, authorize and grant temporary clearance to employees of the Contractor.  
However, the granting of a temporary clearance to any such employee shall not be considered as 
assurance that a full clearance will follow as a result of the temporary clearance and the granting of 
either a temporary or full clearance shall in no way prevent, preclude or bar the withdrawal or 
termination of any such clearance by the Property Manager. 
 
 

11. IDENTIFICATION/BUILDING PASS 
The Contractor, at his/her own expense shall provide for photo identification badges for all 
employees used on this contract. No employee of the Contractor shall be allowed to work on this 
contract without a photo identification badge. Photocopies of all badges are to be supplied to the 
Property Manager, prior to starting of contract and before each new employee begins work. 
 
The Contractor shall make sure that every new employee has a photo identification/building pass 
before the employee enters for duty. The Contractor shall sign each pass issued. The Contractor shall 
make sure that all passes are destroyed as employees are dismissed or terminated, or when the 
contract expires. All passes must contain an expiration date. 
 
The Contractor shall make sure that all employees wear identification badges during duty hours. The 
Property Manager or other personnel designated shall periodically verify passes of Contractor 
employees along with their personal identification. 

 
12. BUILDING SECURITY AND ACCESS CONTROL 

 
a. No employee will be allowed to work without a current identification badge. 
b. The Contractor shall be given means of access to all rooms requiring cleaning. Any keys or 

key cards issued to the Contractor for such use shall be in accordance with the Authority key 
policy and shall be produced on demand of the Property Manager.  No keys will be given for 
rooms requiring cleaning during normal business hours. 

c. Any area to which Contractor is provided access by means of a key/key card, shall be 
opened for the purpose of cleaning only. Immediately upon completion of cleaning, the area 
shall be secured. No person or persons shall be permitted access to secured areas by any 
contract personnel. 

d. Upon completion of cleaning in a prescribed area, the Contractor’s employees shall turn off 
all the lights in the area, so that upon completion of duties, all lights not required for 
insurance/safety purposes, i.e. night and exit lights, shall be turned off, and all doors and 
windows secured. The Contractor’s site manager and/or crew supervisor shall check to 
ensure that all requirements are met, prior to release of work crew for the day/night, 
including the replacement of all furniture and equipment moved during the cleaning process.  
The Contractor shall be responsible for activating any alarm systems. 

e. Any conditions in the facility(ies) that may require repair shall be reported to the Authority 
in writing within 24 hours. For example, dripping faucets, damaged walls, burned out lights, 
etc. 
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f. If keys/key cards are lost, the Contractor will pay for necessary lock changes, key re-
issuance, and call-out charges for access, and such cost shall be deducted from the current 
invoice. 

g. No personal items, with the exception of jewelry and medication, will be allowed in the 
building during work hours. The Authority shall not be responsible to the Contractor or any 
of the Contractor’s employees for loss of personal property. 

 
13. STANDARDS OF CONDUCT 

The Contractor shall be responsible for maintaining satisfactory standards of employee competency, 
conduct, appearance, and integrity and shall be responsible for taking disciplinary action with 
respect to his employees as may be necessary. The Contractor is also responsible for ensuring that 
his/her employees do not disturb papers on desks, open desk drawers or cabinets, filing systems, or 
use Authority or tenant telephones or other equipment, except as authorized.  If the Property 
Manager brings unacceptable work habits and appearance of the Contractor’s employees to the 
attention of the Contractor, corrective action must be immediately taken. If needed action is not 
taken the Property Manager may instruct the Contractor to remove such individuals from the 
building or to not use such individuals for the work of this contract.  When employees of the 
Contractor are determined to have misused Authority or tenant property the Contractor shall be 
notified, and appropriate action shall be taken by the Contractor. The Contractor shall be required to 
reimburse the Authority or it's tenants when specific monetary loss can directly be attributed to the 
misuse of property/equipment by a Contractor employee. 
 

14. TRASH AND WASTE REMOVAL PROCEDURES  
The Contractor shall keep the elevator and surrounding areas clean. All waste placed into dumpsters 
shall be bagged or placed in closed containers before disposal. It shall be the Contractor’s 
responsibility to provide said containers/bags. All cardboard containers must be broken down before 
disposal or deposit for recycling. The Contractor shall provide appropriate equipment for office trash 
removal so as to avoid the possibility of floor damage due to the dragging of trash bags through 
office areas. The Rubbermaid brand trash cart, or acceptable equivalent, is the required equipment 
for doing this work. Containers and bags must be of heavy duty strength and handled in a manner to 
avoid breakage and leakage. Any additional cleanup necessary, due to problems as described above, 
shall be performed immediately and at the Contractor's expense. 
 

15. SENSITIVE EQUIPMENT AREAS 
a. The Contractor will ensure that special care is taken to maintain areas containing computer 

equipment as dust free as possible. This will entail vacuuming and/or dry mopping (with 
mop head treated with light oil-base cleaner) daily, and wet mopping once a week.  

b. The use of large numbers of electronic equipment, such as CRT’s, executive work stations, 
personal computers, word processing equipment, communications equipment, etc., requires 
that the Contractor instruct his cleaning personnel on the proper manner in which to perform 
their duties around this type of sensitive equipment. This instruction shall include the 
identification and proper usage of electrical circuits for cleaning equipment in the areas of 
this sensitive electronic equipment.  

c. Extreme caution while cleaning will be given to the following:    
 

 Avoidance of power interruption to devices;  
 The use of the same circuit by cleaning equipment and sensitive devices at the same 

time. The Contractor shall consult with the Authority for identification of these 
areas;  

 The use of cleaning equipment near sensitive devices;  



RFP Number 18-02:  Janitorial Services 
Leon County Research and Development Authority 
Submission Deadline:  July 2, 2018 @ 1:00 p.m. 

33  
 
 

 The use of only those cleaning products guaranteed not to damage sensitive 
electronic equipment;  

 The use of cleaning products on or around sensitive devices 
 

d. When breakers are tripped due to the Contractor's use of electrical outlets the Authority’s on 
call person shall be notified immediately. 

 
16.  DUE CARE BY CLEANING PERSONNEL   

a. The Contractor will not allow smoking by his employees in Authority facilities.  
b. The Contractor will not allow the consumption of food or drink in any areas other than 

Authority approved locations.  
c. It shall be the Contractor’s responsibility to clean up and/or rectify any damage to Authority 

or tenant’s property caused by any individuals connected with the Contractor, to the 
satisfaction of the Authority. 

 
17. WASTE RECYCLING PROGRAM.  Upon implementation of a recycling program, as may be 

amended from time to time, Contractors will be required to participate in the such recycling program 
by collecting waste to be recycled and depositing it at designated locations without additional cost to 
the Authority. Items will include paper and co-mingled cans and bottles. During the life of the 
contract, recycling containers will be marked for Recyclable Waste. The Contractor may not mix 
items from these containers. The waste must be segregated in the proper carts. Non-recycled trash 
may be disposed of into dumpsters. 
 

18. ADDING AND DELETING SPACE   
The Property Manager will give the Contractor a written notice no less than five (5) full working 
days in advance as to which areas are to be added or deleted from the routine cleaning schedule. 
Invoice adjustments will be made using a cost per square foot proposed by the Contractor. If space is 
added to the schedule it shall be cleaned in accordance with the specifications for similar space. The 
period for adding to or deducting from the payments will start on the effective date of the notice and 
continue for the time period specified in the notice. 
 

19. CONTRACT DEDUCTIONS.   
a. It is the objective of the Authority to obtain full cleaning performance in accordance with 

the specifications, and at the quality standards of work set forth in this contract. To that end, 
the Authority is contracting for the complete performance of each cleaning job as identified 
in the specifications.  In instances where any room is not satisfactorily cleaned or policed 
and serviced, as determined by the Property Manager in his/her discretion, an automatic 
deduction will be made for the entire room at a rate of two (2) times the unit (square foot) 
price established for the contract for the first occurrence.   

b. If any work which is scheduled for performance is omitted or unsatisfactorily performed, the 
attention of the Contractor will be called to this failure or omission, and a deduction can be 
made from any monies due or to become due the Contractor at the rate proposed by the 
Contractor. 

c. If the Contractor or employees of the Contractor bring unauthorized persons into any facility 
during contract working hours, a deduction will be assessed at a rate of 2 times the unit 
(square foot) price established for the contract for the entire facility and the Contractor shall 
accept all responsibility for damage, theft, loss or injury caused by, or inflicted upon the 
individual while in the facility. 
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d. The Authority reserves the right to remove any building or portion thereof from the contract 
or to cancel the contract as a whole or in part, for non-performance or unsatisfactory 
performance, with a 30-day written notice. 

 
20. QUALITY CONTROL 

a. The Contractor shall establish a complete quality control program to assure the requirements 
of the contract are provided as specified. One copy of the Contractor’s basic quality control 
program shall be provided to the Authority prior to start of services under the contract. An 
updated copy must be provided to the Authority as changes occur. The program will include, 
but not be limited to the following: 

b. An inspection system that assures the satisfactory execution of all the services specified and 
all of the conditions stipulated in this document. 

c. A method of identifying deficiencies in the quality of services performed before the level of 
performance is deemed unacceptable. 

d. A file of all inspections conducted by the Contractor and the corrective action taken. This 
documentation shall be made available to the Property Manager upon request at any time 
during the life of the contract. 

e. At least once each month at each facility, the Contractor will meet with the Property 
Manager or his/her designee to inspect the facility using a quality evaluation form (Sample 
Quality Evaluation form attached). 

 
21. MISCELLANEOUS 

a. Employees must be briefed on fire and emergency procedures, including the location of fire 
equipment and safety exists. 

b. Report fires, hazardous conditions and items in need of repair. 
c. Close windows and turn off lights and fans when not in use. 
d. Close doors and lock room in security areas after cleaning.  
e. Turn in lost and found articles to the Authority’s administrative offices. 
f. Inform all employees of the need to exercise a reasonable vigilance in implementing this 

policy and to notify the Property Manager when an unauthorized or suspicious person is 
seen on the premises. 
 

22. GENERAL CLEANING STANDARDS 
The Authority expects the Facilities specified herein to be cleaned and maintained at a 
level of quality commensurate with the highest standards of professional janitorial 
service. The minimum service will be as follows: 

 
A. Restrooms 

1. Daily 
a. Clean, polish and dry all receptacles 
b. Sweep floors 
c. Damp mop floors with a solution of water and disinfectant 
d. Clean and disinfect all fixtures (toilets, urinals and sinks) 
e. Spot clean partition walls, doors, light switches and other horizontal surfaces. 
f. Dust moldings and ledges 
g. Empty and sanitize all trash and sanitary napkin receptacles and replace liners. 
h. Stock all dispensers with soap, towels, tissue, toilet seat covers, sanitary napkin 

dispensers and related supplies. 
i. Wet wipe and polish bright metal 
j. Remove dust from louvers/grills 
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k. Clean and polish mirrors 
l. Replace air fresheners as needed 

 
2. Weekly 

a. Damp mop and spray buff resilient floors.  
b. Sweep to remove spray buff debris. 
c. Damp mop ceramic and other pre-finish tile and polish with soft bristle brush. 
d. Sweep to remove mop strings and related debris. 
e. Wood and vinyl baseboards shall be clean and free of accumulations of old wax and 

mopping solutions. Ceramic baseboards should be cleaned and be free of old wax 
and mopping solutions. In addition, there should be no discoloration of ceramic as 
the tile rises above the floor surface up the wall. 

f. Wash full surface area of all stall partitions and doors with solution of water and 
disinfectant.  

g. High dust vents, frames and sills 
 

3. Monthly 
a. Clean ceramic tile surfaces so that tile and grout have a uniform color. 
b. Machine scrub hard surface areas. 

 
4. Quarterly 

a. Machine scrub hard surface flooring 
b. Damp wipe full surface area of stall partitions, doors, window frames and sills with 

solution of water and disinfectant. 
c. Spray and wet wipe waste receptacles with solution of water and 

disinfectant/deodorizer. 
d. Thoroughly clean and polish all bright metal. 
e. Thoroughly clean all porcelain surfaces to remove all stains. 
f. Clean, scrub and disinfect baths and shower stalls. 
g. Wash full surface area of all window frames and sills with solution of water and 

disinfectant 
 

B. Room Cleaning 
 
1. Daily 

a. Empty trash receptacles, damp wipe trash receptacles daily, replace plastic liners in 
receptacles daily if necessary.  

b. Clean/wash basins (do not clean if dishes are left in the sink) 
c. Fill dispensers 
d. Solid waste collected from facilities shall be placed in the designated container 
e. Mirrors shall be cleaned/polished 
f. Clean edges of carpeting near baseboards and in areas not reached by vacuum. 

(Corn or synthetic bristle brooms are permitted) 
g. Spot clean carpeting 
h. Dust file cabinets and other fixtures 
i. Dust all horizontal surfaces, including wall moldings. 
j. Dust, vacuum and/or clean louvers, grills, etc. 
k. Dust mop hard surface flooring with treated medium. Clean corners and edges 

carefully so as to remove accumulations of dust and debris. 
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l. Damp mop hard surface flooring in kitchen’s and/or break rooms, leaving no 
streaking or mop debris. 

m. Clean and sanitize kitchen/lounge sinks and counter areas. 
n. Damp mop marble floor and other “pre-finished” hard surface flooring. 
o. Dust benches and chairs in all common areas. 

 
 

2. Weekly 
a. Spray buff or mop buff hard surface flooring  
b. All chairs and vinyl furniture shall be vacuumed once a week.  
c. Janitorial closets must be kept odor free. Keep mop sinks drains open at all times. 
d. Dust office fixtures desks, credenzas, tables, chairs, etc., with treated material. If 

surface is a plastic laminate (Formica), utilize dust cloth. Do not move papers. Dust 
around office machines and communications equipment. Do not move equipment. 

e. High dust door frames, windowsills, ledges, fixtures, etc.  
f. Low dust chair and table bases, and baseboards. 
g. Dust blinds. 
h. Spot clean walls, doors, frames, and light switches.  
i. Pile brush all corridors, hallways and high density “open” carpeted areas with 

“Certified” pile brush. 
j. Thoroughly vacuum carpeted areas. 

 
3. Monthly 

a. Spot clean wall surfaces. 
b. Clean storage closets. 
c. Spot clean carpeting. Report loose seams, strings and bubbles to the Property 

Manager. 
d. Wash all base boards.  
e. Machine scrub hard surface areas. 
f. Dust or vacuum HVAC registers. 

 
4. Semi-annually 

a. Vacuum blinds or drapes. 
 

5. Annually 
a. Clean all light fixture diffusers and dust light bulbs. 

 
C. Common Areas 

1. Daily 
a. Wipe glass doors 
b. Clean/wipe wood/ metal frames and remove accumulations of residue. 
c. Damp mop, buff or spray buff resilient floors. Remove service debris. 
d. Dust/vacuum louvers/grills. 
e. Clean, vacuum elevator tracks and (door) foot plates. 
f. Vacuum and clean edges of carpet. 
g. Wipe, clean light plates and push plates using a soft cloth and mild soap.   
h. Dust horizontal surfaces, including stairwell surfaces. 
i. Sweep, dust mop or vacuum stairwells. 
j. Dust mop resilient flooring. Clean corners and/or edges. 
k. Remove dust/cobwebs, etc., from light fixtures within reach. 
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l. Report physical deficiencies to Authority. 
m. Clean/dust elevators. Remove accumulations of residue, gum, etc. Wipe metal and 

remove smudges.  
n. Clean, sanitize and polish drinking fountains 

 
2. Weekly 

a. Maintain ALL “pre-finished hard surface” floors using approved materials and 
methods. These materials and methods shall be of a quality that conforms to 
industry standards and cause no damage to property.  
 

3. Quarterly 
a. Damp wipe/polish marble wall surfaces, wainscoting and base boards. 

 
 

D. Exteriors 
1. Daily 

a. Sweep entrances, and landings to building.  Remove gum and other materials from 
entry areas.  If day porter services are procured, day porter shall check during 
daytime to insure entrances are always clean. 

b. Empty and clean all cigarette urns. 
c. Empty and damp wipe all ashtrays. 
d. Keep parking lot and surrounding grass areas free of trash. 

 
E. Glass 

1. Daily 
a. Damp wipe/clean glass entrance doors and glass panels, partitions, bookcase glass 

and other office fixture glass. 
 

2. Monthly 
a. Wash (squeegee) both sides of entrance glass and adjacent glass paneling. 

 
3. Quarterly 

a. Wash (squeegee) all interior glass, including window glass, mirrors, vertical and 
horizontal panels, clocks, classroom glass and panels. 
 

F. Horizontal/Vertical Blinds 
1. Weekly 

a. Dust with wool or feather duster. (If dusting does not clean, wash with general 
purpose cleaner.) 

 
2. Quarterly 

a. Thoroughly vacuum or dust with wool or feather duster. 
b. Clean sills with dust cloth, wool, feather duster or vacuum. 

 
3. Semi-Annually 

a. Wash Venetian blinds. Clean cords and tapes. 
 

G. Stairwells (if applicable) 
1. Daily 

a. Remove accumulated trash 
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b. Spot sweep as required 
 

2. Weekly 
a. Sweep 
b. Dust mop to remove stains 
c. Dust handrails, ledges, etc. 
d. Spot clean walls and doors 

 
 

3. Other various maintenance projects as assigned by management 
 
 

H. Carpet Cleaning (upon written request) 
1. Baseboards should be cleaned and free of spotting, streaking and debris, etc. 
2. Extract all carpeting with warm water.  Pre and post spotting if necessary.  Cut all runners, 

strings and other loose carpet fiber. 
3. Report poor seams to Authority. 

 
 

J. Floor Refinishing (upon written request) 
1. Strip, rinse and refinish resilient floor surfaces. (use minimum of two coats of floor finish) 
2. Burnish or spray buff within seven days. Sweep/dust mop to remove debris. 
3. Strip and rinse ceramic and other pre-finished bathroom tile. 
4. Baseboards should be cleaned and free of spotting, streaking and debris, etc. 
5. Strip, rinse and finish (use minimum of three coats of floor finish) all hard resilient flooring. 
6. Buff or spray buff within seven days. Sweep and/or dust mop to remove debris, 

strings, etc. 
 


