














Attachment A: Scope of Work 

1. General Requirements/Background Information 

The Contractor shall provide custodial services as outlined in this Scope of Work. 
Custodial services apply to all designated spaces including, but not limited to halls, 

restrooms, office spaces, reception areas, conference rooms, court rooms, 

auditorium, showers, locker rooms, parking lots, work areas, entrance ways, lobbies, 

storage areas, elevators, warehouse areas, stairways and stairwells. Cleaning 

frequencies, cleaning requirements, summary and special cleaning and/or 

frequency requirements are specified in the scope of work . 

2. Scope of Work 

A. Contractor Employees

1. The Contractor will furnish an adequate number of employees to perform all

work specified within the contract. This will include an on-site supervisor to

accompany the work crew after City normal working hours. Work
accomplished during normal working hours will be monitored periodically, but

does not require an on-site supervisor.

2. The Contractor employees' responsibilities include turning off all lights and

securing all windows and doors as each job site is completed.

3. All Contractor employees working under this contract will be identified by a
distinctive uniform or other outer garment such as a shirt or blouse; a tee shirt

is not acceptable. The employee shall wear a picture style identification card

on the upper outer garment. Such garment and identification will be

provided by the Contractor and must be approved by the Contract
Administrator. Contractor employees found without approved uniform, outer

garments or ID's will be removed from the building.

4. Contractor's employees shall conduct themselves in a professional and

efficient manner at all times. The Contractor expressly agrees to remove from

the site any employee:

a. Whose continued employment is deemed by the Contract Administrator

to be contrary to the Public interest or inconsistent with the best interests of
the City; or

b. Who has submitted false or misleading information on any employee
information form, i.e., Personal History Statement; or

c. Who is found to be in a High Security Area while not in the company of a

Police Department employee.

5. The Contractor shall have sufficient equipment, supplies, and personnel to

perform all of the work as specified with a minimum of one person per
location.
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i. HIGH CLEANING

i. Monthly - Clean all window blinds and office windows to remove all

lint, litter, and soil.

ii. Monthly - Clean all air vents in offices, conference rooms, and public

spaces to remove all lint, litter, and soil.

iii. Monthly - Clean all light fixtures, globes, reflectors, and plastic panels

will be cleaned - free of bugs, dust, grease and other foreign matter.

j. EXTERIOR

i. Daily - (Monday through Friday) All areas exterior to the buildings

consisting of entrance stairs, landings, ramps, and parking lots. (Note:

Vehicle Impound has the largest parking lot), sidewalks, exterior

landscaped areas, and porches will be maintained free of trash and

refuse (including small paper, leaves, empty bottles, cans, cigarette

butts, and gum). Please refer to attached Exhibit A-1 Scope of Work:

Impound Lot Exterior Perimeter. Circled in the attached photo are the

areas that need to be serviced at the Impound Lot besides the trailer

office. Those areas include: the front parking spaces outside the
fence, the fence line behind the parking spaces, the public ramp

outside the front of the trailer office, the fence along the public ramp,

the exterior window on the ramp and the back area of the office

trailer.

ii. Daily - Trash will be removed from waste and cigarette receptacles

located outside the entrances.

iii. Daily- (Monday through Friday) Immediately in front of entrances are
to be swept to the far edge of the sidewalk. Scrub and remove any
bird defecation or gum.

iv. Daily - (Monday through Sunday) must check the exterior for any

obvious trash in the parking lot especially along the fence line .

3. Work Site and Conditions 

The City will make available to the Contractor either a janitorial closet or a storage 
cabinet at each building for janitorial supplies and equipment. Access to the water 
closets will be shared. The Contractor will assume responsibility for safekeeping of 
supplies, equipment and facilities and take adequate precautions to ensure areas 

are kept clean to prevent fire hazards, odors and vermin. Contractor will obtain and 

post in a conspicuous place OSHA and safety requirements within the facilities for all 
chemicals used in the performance of this work. At the completion of the contract, 

areas will be returned to the City in the same condition as received, except for 

reasonable wear and tear. The Contractor will be responsible for the cost of any 

repairs caused by negligence on its part or on the part of its employees. The City will 

not provide any office space to the Contractor. The Contractor is responsible for 
securing and maintaining the office space necessary for the performance of his 
work. The Contractor will maintain a telephone by which Contractor's 
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representative and supervisor can be reached during normal City working hours, 
Monday through Friday, except City designated holidays, 8:00 a.m. through 5:00 

p.m .

4. Contractor Quality Control and Superintendence 

A. The Contractor shall establish and maintain a complete Quality Control Program
that is acceptable to the Contract Administrator to assure that the requirements
of the Contract are provided as specified. The Contractor will also provide

supervision of the work to insure it complies with the contract requirements.

B. All phases of the services rendered under this contract are subject to inspection

by the City both during the Contractor's operation and after task completion. If

the Contractor's overall performance is unsatisfactory, the City will so notify the

Contractor in writing. The Contractor will reply to such notice in writing. The

Contractor will reply to such notice within three working days with appropriate

corrective action.

C. Consequences of Contractor's failure to perform required services:

1. Whenever unsatisfactory services are performed, the City will give the
Contractor written notice of deficiencies via email notices.

2. The parties hereto agree that due to the obligations of the Contractor to
maintain an effective inspection system, the Contractor is conclusively
presumed to have knowledge of any unsatisfactory or incomplete work.

D. In the case of unsatisfactory or incomplete work, the City will have the option to:

1 . Afford the Contractor the opportunity to perform the work within three hours
or within an agreed timeframe, in the case of daily services, 

2. or afford the Contractor the opportunity to perform the work within 24 hours
in the case of all other services.

3. Contractor shall not use the on-site custodian if it results in the non-completion

of the minimum 8:00 a.m. to 5:00 p.m. requirements (restricted or high security
areas and twice a day requirements), but will either:

a. bring in a different custodian;

b. Perform the services by other means; or

c. Terminate the contract as described in this Agreement; unless

d. At the discretion of the Contract Administrator, the City agrees to either
have City staff perform the work or hire another firm to complete the work
and back-charge the Contractor.

E. Superintendence by the Contractor

1. The Contractor will have a competent Manager immediately available during
normal working hours 8:00am to 5:00pm, including lunch hour, Monday

through Friday, excluding City holidays.

2. Manager must be able to respond by phone or in person within 30 minutes
and have immediate communications with on-site workers.
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3. No services shall be performed unless approved supervisor 1s 1n place. If
requested by City, Contractor agrees to replace person in supervisor position
in order to meet this requirement.

4. Manager will visit and inspect the work site at least twice a month. Manager
or owner(s) will schedule time/date of monthly visits with the Contract
Administrator.

5. Manager will have the written authority to speak and act for the Contractor.

6. Changes in personnel will be furnished to the Contract Administrator, in writing
prior to making such changes or before personnel begin working on the
property .

5. Special Instructions 

A. Supplies

1. The Contractor will provide all cleaning materials and supplies necessary for
the performance of this contract with the exception of restroom consumables
such as toilet tissue, paper toilet seat covers, paper towels, trash can liners,
and liquid soap which will be furnished by the City. Materials and supplies
provided will be compatible with equipment provided by the City, of
acceptable industry grade and quality, and subject to approval by the
Contract Administrator.

2. The Contractor is responsible for taking action to protect supplies, equipment,
and personal property of its employees from loss, theft, or damage.

B. Equipment - The Contractor is required to furnish all equipment necessary for
performance of the contract. Such equipment and use of equipment will be
subject to inspection and approval of the Contract Administrator prior and
during the life of the contract.

C. Security Requirements - The Contractor will comply with all City Security
requirements as follows:

1. Due to the nature of Police information, Contractor employees must have
clear Criminal History Backgrounds and this must be verified before each
employee is cleared to work in the building.

2. The Contractor will submit the name, address, social security number, birth,
copy of driver's license or picture ID of each employee hired for this contract,
as well as complete a Personal History Statement and other forms as required
for security. It will be the Contract Administrator's decision whether a
Contractor's employee is acceptable to work in the Police areas.

3. Contractor employees found to be working in any Police area who have not
been cleared in advance will be required to leave the area immediately and
the Contractor will be fined $500.00 for each employee, per instance.

4. There are designated restricted or high security areas that are of even higher
concern where Contractor employees must be accompanied by the Police
employee at all times. Contractor employees found to be working in any
Police restricted or high security area who have not been cleared in advance
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Exhibit A-1 Scope of Work: Impound Lot Exterior Perimeter 














