Attachment I


Required Services

SERVICE LEVEL REQUIREMENTS
[bookmark: _Toc353274151][bookmark: _Toc353343418][bookmark: _Toc354289093]Janitorial service level requirements for the Indiana Statehouse, Indiana Government Center North, Indiana Government Center South (including Department of Workforce Development), Indiana State Library, and Logistics Service Center are indicated below.

A. General  (Including lobbies, entrance areas, halls, break rooms, all stairwells, and escalators, vending areas, elevators, etc.)

	Daily - In all cases, “Daily” refers to five (5) days per week, normally Monday through Friday.

	Empty all trash receptacles and replace liners as necessary

	Remove all collected trash to compactors located in lower dock area

	Remove all recycle paper and deposit in paper recycle compactor located in lower dock area

	Spot clean all horizontal and vertical surfaces including elevator tracks, elevator cars. Removing all fingerprints, smudges, stains, and dirt from bright work.

	Remove all cardboard/cardboard boxes to the designated area located in the lower dock area.  Break down cardboard boxes and prepare them for bailing.

	Spot clean all partition glass

	Hard surface floors – Dust mop daily removing scuff marks, spot mop and damp mop to remove spills and stains

	Vacuum all common areas, elevator cars and all carpeted traffic areas to include all carpeted tunnels

	Clean as needed – All switch plates, kick plates, and door knobs

	Walls – Spot clean to remove marks and spills

	Clean as needed – All entrance glass, partitions, and bright metal

	Carpet – Clean by spot bonneting or extraction as needed

	Break / Vending areas – Clean vending machine fronts, clean chairs, tables, countertops, etc as needed. 

	Concrete floors in dock area and tunnels – Dust mop, damp mop as needed

	Vacuum all carpeted areas and “walk off” mats used as transition areas to terrazzo, marble, etc.

	All “Raised flooring” areas – Dust mop daily / Spot mop stains and spills as necessary

	All Drinking fountains – Clean and polish







	Twice (2x) Weekly

	Carpeting – All office areas and “non common areas” – vacuum wall to wall

	Door and Door Moldings – Dust and polish as needed

	Horizontal Surfaces – Dust as needed

	Upholstered furniture – Remove dust and loose material as needed

	Vertical surfaces – Dust as needed

	Buffing, East Entrance and Long Hallway at Logistics Service Center




	Three Times (3x) Weekly

	Carpeting - Broom and “dust pan” all carpeted areas – Alternate days of vacuuming

	Clean escalators and side glass partitions



	Weekly

	Dust all chair and table legs, baseboards, ledges, moldings, and other “low reach” areas

	Hard surface floors – Wet mop with neutral detergent

	Stair wells – All stair wells to be swept and dusted 

	Dust and damp wipe window sills/ledges



	Monthly

	Diffusers, air returns and louvers – Dust and clean as necessary

	Venetian blinds / side-light glass – Clean as necessary

	High Dusting - Horizontal Surfaces (inconspicuous and non-used) – Dust, clean as needed



	Quarterly

	Scrub and burnish all hard surface floors, spot wax as necessary – To be completed on a scheduled rotational basis.



Note:	Computers and personal effects are excluded.

B. Restrooms

	Daily

	All dispensers (soap, lotion, paper towel, toilet paper, feminine products, etc.) – restock

	Toilet bowls, including seats – Clean and sanitize 

	Metal fixtures and bright work to include “hand dryers” – Clean and polish

	Sinks – Clean and polish

	Urinals – Clean and polish

	Sanitary napkin disposals – Clean and sanitize

	Mirrors – Clean

	Tops of mirrors – Dust 

	Walls, partitions, etc – Spot clean noticeable marks and spills

	Partition doors & hardware – Clean 

	Waste containers – Empty, damp wipe externally and polish, replace liners.

	Hard surface floors – Wet mop and sanitize with neutral detergent



	Weekly

	Waste Receptacles – Wash and sanitize inside and out



	Monthly

	Traps and exposed plumbing under sinks – Clean 

	Diffusers, air returns and louvers – clean as necessary



	Quarterly

	Light Fixtures – Wash and sanitize

	Partitions – Wash and sanitize

	Tile Walls – Wash and sanitize 

	Deep Clean – Ceramic tile flooring to include grout using germicidal detergent



C. All 1st Floor and Lower Level Lobbies, Tunnels and Corridors

	Daily

	Concrete floors in dock area’s and tunnels – Dust mop, damp mop as needed

	Vacuum all common areas with carpeted floors – (EG. All elevator common areas, South Building Lower Level & tunnels to Statehouse and Washington St. Garage. Carpeted areas and “walk off” mats used as transitioning to hard surface flooring.)

	Hard surface flooring – Dust mop and spot clean as necessary by wet mopping with neutral detergent solution, ensuring removal of scuff marks

	Spot clean all vertical surfaces, removing fingerprints, smudges and stains.

	Dust all horizontal surfaces

	Spot clean inside glass of all entrances and exit doors and revolving doors



	Three Times (3x) Weekly

	Wastebaskets – Empty and replace liners as needed.



	Weekly

	Storage shelving (available) – Dust

	Concrete floors in dock area’s and tunnels – Dust mop, damp mop or machine scrub



	Monthly

	High Dusting – On a daily rotational basis; maintain a schedule for “high dusting” to ensure all areas are completed weekly


	
	Annually

	Carpet cleaning – On a rotational basis by area; maintain a schedule to ensure all carpet within complex is cleaned by “extraction method” minimum one (1) occurrence annually



**All Public Areas must be inspected and cleaned when needed a minimum of 3 times per day.   


D. Inspection Determined Service

	Carpet Service – Spotting cleaning by Bonneting or Extracting as needed.

	Finished Floor Service - Dust Mopping, Wet Mopping, Burnishing, Scrubbing and Stripping as needed.

	Unfinished Floor Service - Dust Mopping, Wet Mopping and Scrubbing as needed.



E. Day Service

	Day Custodians - Day custodial service will be available Monday through Friday to perform duties according to the agreed schedule and at the direction of IDOA.  The services performed will include:
Restroom stocking (paper, soap, etc.); assisting maintenance with toilet overflow/unblocking; recycling; general day cleaning including - policing the grounds for debris (w/in ten (10) feet of building entrances), maintaining the following: entryways, break rooms, restrooms, conference rooms; resolution of calls concerning housekeeping; miscellaneous requests.

	Day Custodial Supervisor - The primary function of this position is to supervise the Vendor’s day staff so that standard day custodial services are properly provided, in addition to implementing special requests as directed by Facility Management.  To fulfill this function correctly, the selected person will be normally stationed at a desk provided by Facilities Management.  As such, they will be available to respond personally and promptly to requests. The Supervisor's responsibilities are as follows:
Serves as liaison between Facility Management and day porters, following up to ensure all requests are completed within a timely manner.
Maintains a daily customer communications log and schedules to include any approaching special events that require additional day porter assistance.
Provides certified biohazard services/clean-up.
Compiles cleaning requests/complaints for night operations manager.









F. Supplies Ordering, Management and Handling

	Order, manage, receive and distribute supplies. The choice of supplier is the responsibility of the Vendor as are all price negotiations with the vendor.  

	Vendor or their selected supplier shall inventory and deliver all supplies to the designated drop-off points on campus and stock at these locations. Provide reports quarterly or as requested by Facilities Management/IDOA on usage costs, inventory levels, or other related information.

	Please see Attachment N for the list of Supplies and annual quantities currently being used. Vendor shall provide products per this listing or of requested quality as determined at the sole discretion of Facilities Management.
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