Attachment J 
Department of Revenue

7811 Milhouse Road, Indianapolis, Indiana

Building Specifications:

·     The building totals 98,542 SF - 25,700 SF is warehouse area

·     The areas are segregated by card access. Numbered access cards will be provided to the Vendor employees. All cards, except for the on-site manager, are to be returned to the on-site manager at the end of the work shift and are not to leave the building. Loss of the access cards will result in the Vendor having to purchase additional cards at the cost of $20 per card.
·   Areas other than the warehouse areas consist of:
· Private office areas with work surfaces and small conference tables and chairs,
· Executive office areas with private restrooms and small counter with sink
· 17 restroom facilities - multiple and single
· 3 break rooms with sink areas, micro waves, refrigerators and vending machine areas
· Public customer service area with seating area,
· Floors:

·     Carpet tiles - 46,400 SF

·     Polished colored concrete - 23,500 SF

·     Sealed concrete - 20,300 SF

·     Ceramic tile - 1,600 SF
· Office doors will have glass windows,
· Cubicles will consist of carpeted wall panels and surface areas arranged in "cube" configurations,
· Conference rooms will consist of large conference tables and chairs with video equipment permanently attached to some surfaces,
· Wellness room with sink,
· 3 utility closets with sinks,
· Multiple filing cabinets will be located throughout the building,
· IT rooms with IT equipment and servers
· Entry ways - 6 DOR Public double glass door entrances
· Warehouse areas will have shelving units and other miscellaneous items
On-Site Manager Requirements:
· At least one (1) on-site manager must be present at all times while the janitorial services are being performed.
· The on-site manager is to make contact with the specified DOR contact person every day at the beginning and end of the work shift.
· The on-site manager is to monitor all employees during the entire work shift
· The on-site manager will be present during the cleaning of all public/customer service areas for the purpose of monitoring their employees
· The on-site manager is to be equipped with a cell phone or pager (furnished at the vendor's expense) so that DOR can readily contact the on-site manager at any time during the work shift
· The on-site manager must always be available to meet with DOR staff to discuss the janitorial services being performed and any personnel issues that might arise.
Vendor Employees:

· Vendor is to provide adequate number of employees to perform all janitorial services as specified in the contract.

· Employees will be expected to read and sign the DOR Vendor, Contractor, or Subcontractor Confidentiality Agreement (see below). The Vendor will keep these documents on file and they will be subject to review by DOR at any time during the contract period.
· All employees are to behave in a professional manner.
· DOR reserves the right to request that an employee not be allowed to work at the DOR facility.

Janitorial Services:

General Requirements

· Janitorial services are to be performed during the hours of 6:00 AM to 4:30 PM. Monday through Friday.
· All restroom paper products, hand soaps and trash can liners will be provided by DOR.
· All other cleaning supplies are to be provided by the Vendor.
· Any extraordinary work authorized by DOR will be performed on a time and materials basis at an agreed upon rate and time frame. The extraordinary work may be performed on State holidays when DOR employees are not present.
· Vacuum cleaners, provided by the Vendor, are to be as quite as possible when in use so as to not interrupt the DOR employees who are speaking on the telephones or conducting meetings.
· The vendor will provide the services of at least one (1) on-site manager who must be present at all times while the janitorial services are being performed. If the number of employees required to adequately perform the janitorial services exceeds six (6), a second on-site manager must be assigned to the DOR facility.
· The on-site manager will distribute access cards to all employees at the beginning of the work shift and will collect all access cards at the end of the work shift so no access card is allowed to leave the DOR property.
· The Vendor will be responsible for all access cards assigned to the Vendor. If any access card is lost or destroyed, the Vendor will be charged $20 for each replacement access card.
· Employees are to conduct their janitorial duties as quietly as possible as they are working in an office atmosphere and DOR employees are discussing tax matters with Indiana taxpayers.
General Area Cleaning:

· Waste receptacles are to be emptied once each day and trash liners replaced as needed. All regular trash materials are to be placed in the garbage dumpster located at the rear of the building. Recyclable paper will be separated from the regular trash.
· Vacuum all carpet and mats on Mondays, Wednesdays and Fridays or as needed.
· Dust tops of filing cabinets and other furniture on Mondays, Wednesdays and Fridays or as needed.
· Clean entry way doors and windows - inside and outside - each day.  Polish as needed.
· Sweep all entry way floors each day.
· Clean and polish all inside windows adjacent to office doors or executive areas, as needed.
· Remove cobwebs from all spaces every Friday or as needed.
· Remove fingerprints and marks from around light switches and door frames, as needed.
· Empty and clean outside trash receptacles and ashtrays Mondays, Wednesdays and Fridays or as needed. Location(s) to be determined.
· Sweep sidewalks around public access areas every Monday, Wednesday and Friday.
· Patrol outside grounds areas for trash, pick up and remove every Mondays, Wednesdays and Fridays or as needed.
· Sweep dock areas every Friday or as needed.
· Warehouse eye wash sinks (2 stations) are to be cleaned inside and outside AND disinfected every Monday.
· Window sills, baseboards and vents are to be cleaned the first Monday of every month or as needed.
· Outside windows to be cleaned every two months.

Floors:

· All carpeted floors are to be vacuumed on Mondays, Wednesdays and Fridays or as needed.

· Spot cleaning is to be done immediately if spills occur.

· All colored concrete floors are to be dry moped with a microfiber pad on Mondays and Wednesdays or as needed.

· Colored concrete floors are to be cleaned with AmeriPolish® SureLock™ Rejuvenating Cleaner every Friday.
· This cleaner will be provided by DOR and manufacturer application instructions must be followed.

· AmeriPolish® SureLock™ Rejuvenating Cleaner cleans polished/colored concrete surfaces without damaging the concrete.

· AmeriPolish® SureLock™ Rejuvenating Cleaner is a water-based concentrate cleanser and stain protection replenisher. It is pH neutral. It is intended to be diluted with water by the user.

· Upon award of contract, DOR will provide additional information regarding the care and cleaning of the colored concrete floors
· All concrete floors are to be polished every month

Large Restrooms:

· All restrooms are to be stocked with paper towels, toilet paper, and urinal screens and soap two (2) times a work shift - at the beginning, after the lunch hour and before the end of the work shift each day. (Three times a work shift may be required February – May)
· All restroom waste receptacles are to be emptied twice a work shift - at the beginning and before the end of the work shift each day and trash liners replaced as needed.

· All mirrors in restrooms are to be cleaned and polished each day.

· Toilets and urinals are to be cleaned inside and outside AND disinfected each day. Toilet bowl rings will be scrubbed until the ring disappears and appropriate measures are to be taken so the rings do not appear again.

· All sinks are to be scoured inside and outside AND disinfected each day.

· All counter surfaces, door handles, towel dispensers, partitions are to be cleaned and dried each day.

· Any splash marks are to be removed from all surfaces each day.

· All water fountains are to be cleaned and sanitized each day.
· To avoid dry drains, liquid (water/pine-sol mixture) is to be poured down all restroom drains once a week.

Break Rooms:

· The building has three (3) break area rooms.

· All break rooms are to be stocked with paper towels and soap once a work shift at the beginning and the end of the work shift each day.  (Twice a work shift may be required February – May)
· All break room counters and tables are to be cleaned and disinfected at the established times.
· All break room waste receptacles are to be emptied once a work shift - before and after the lunch period - each day and trash liners replaced as needed. (Twice a work shift may be required February – May)
· Any break room refrigerators or coolers are to be cleaned out and disinfected every other Friday afternoon after the lunch period. (This service to halt during April and May)
· All sinks are to be scoured inside and outside AND disinfected each day.

· All counter surfaces, door handles, and towel dispensers are to be cleaned and dried each day.

· Any splash marks are to be removed from all surfaces each day.
Conference Rooms

· Table tops are to be cleaned Mondays, Wednesdays, and Fridays (if rooms are available)
State Police Workout Room and Rest Room:

· Restroom is to be stocked with paper towels, toilet paper, urinal screens and soap at the beginning of the work shift each day.
· Restroom waste receptacles are to be emptied each day and trash liners replaced as needed.
· Mirrors in restrooms to be cleaned and polished each day.
· Toilet and urinal are to be cleaned inside and outside AND disinfected each day. Toilet bowl rings will be scrubbed until the ring disappears and appropriate measures are to be taken so the rings do not appear again.
· Sink is to be scoured inside and outside AND disinfected each day.
· To avoid dry drains, liquid (water/pine-sol mixture) is to be poured down all restroom drains once a week.
· All counter surfaces, door handles, towel dispensers, partitions are to be cleaned and dried each day.
· Any splash marks are to be removed from all surfaces each day.
· Workout room is to be vacuumed every Friday or as needed.
· Please note: As the workout room and attached rest room are located next to training room and the only access to the workout room/rest room are through the training room - if the training room is occupied at the time the daily cleaning is to be done - cleaning should occur either before or after the training session. Training session times can be confirmed at the daily meeting with the DOR contact person at the beginning of the work shift.
Executive Restroom and Counter Areas:
· Executive restrooms are to be stocked with paper towels, toilet paper, and soap at the beginning of the work shift each day.
· Restroom waste receptacles are to be emptied each day and trash liners replaced as needed.
· Mirrors in restrooms are to be cleaned and polished each day.
· Toilet is to be cleaned inside and outside AND disinfected each day. Toilet bowl rings will be scrubbed until the ring disappears and appropriate measures are to be taken so the rings do not appear again.
· Sinks are to be scoured inside and outside AND disinfected each day.
· To avoid dry drains, liquid (water/pine-sol mixture) is to be poured down all restroom drains once a week.
· All counter surfaces, door handles, towel dispensers are to be cleaned and dried each day.
· Any splash marks are to be removed from all surfaces each day.
Wellness Room:

· Waste receptacles are to be emptied each day and trash liners replaced as needed.

· Sink is to be scoured inside and outside AND disinfected each day.

· All counter surfaces, door handles, towel dispensers are to be cleaned and dried each day.

· Any splash marks are to be removed from all surfaces each day.

Motor Carrier Services Customer Service Area:

· Restrooms are to be stocked with paper towels, toilet paper, urinal screens and soap at the beginning of the work shift each day.
· Restroom waste receptacles are to be emptied each day and trash liners replaced as needed.
· Mirrors in restrooms are to be cleaned and polished each day.
· Toilets are to be cleaned inside and outside AND disinfected each day. Toilet bowl rings will be scrubbed until the ring disappears and appropriate measures are to be taken so the rings do not appear again.
· Sinks are to be scoured inside and outside AND disinfected each day.
· All counter surfaces, door handles, towel dispensers are to be cleaned and dried each day.
· Any splash marks are to be removed from all surfaces each day.
· Customers are to be disturbed as little as possible.
Additional Information

The awarded vendor will provide an on-site manager and all necessary equipment and chemicals to complete the above listed services. All paper products, liners and soap will be provided by Indiana Department of Revenue or purchased by the awarded vendor and billed to the Indiana Department of Revenue.
The awarded vendor will provide a certificate of insurance to Indiana Department of Revenue.

Management personnel of the awarded vendor to insure consistent quality of services and will inspect the Indiana Department of Revenue facility. All vendor employees will be required to sign a confidentiality agreement with Indiana Department of Revenue.

Indiana Department of Revenue

Vendor, Contractor, or Subcontractor Confidentiality Agreement

Indiana Code Section 6-8.1-7-1 (a) and Chapter 45 of the Indiana Administrative Code, Section 15-7, et seq., make all information acquired in administering taxes confidential.  The Indiana Administrative Code and applicable statutes (collectively “Code”) hold a vendor, contractor, or subcontractor and their employees who sell a product or provide a service to the Indiana Department of Revenue, or who access Department data, to the strict confidentiality provisions of the Code.  Confidential tax information includes, but is not limited to, information obtained in connection with the administration of a tax or information or parameters that would enable a person to ascertain the audit selection or processing criteria of the Indiana Department of Revenue for a tax administered by the Department.    

INSTRUCTIONS: Read this entire form before you sign it. If you do not complete this agreement, you will be denied access to the Indiana Department of Revenue and federal tax information. After you sign and date this form, keep a copy for your records. Send the original to: Disclosure Officer, Indiana Department of Revenue, 100 N. Senate Avenue, Room N-248 Indianapolis, IN 46204-2253.

	Company Name and Address ( Street or RR#, City, State, Zip Code)
	Official or Employee Name

	Name of State of Indiana Agency
	Employee Identification Number or Driver’s License Number

	
	Sub-Contractor’s Name if Product/Service Furnished to Contractor

	Describe here or in a separate attachment the product or service being provided to the State of Indiana Agency.


Confidentiality Provisions. It is illegal to reveal or browse the following, except as authorized:
· All tax return information obtained in connection with the administration of a tax. This includes information from a tax return or audit and any information about the selection of a return for audit, assessment or collection, or parameters or tolerances for processing returns.

· All Indiana Department of Revenue or federal tax returns or tax return information made available, including information marked "Official Use Only". Tax returns or tax return information shall not be divulged or made known in any manner to any person except as may be needed to perform official duties. Access to Department or federal tax information, in paper or electronic form, is only allowed for compliance or collection purposes, or otherwise permitted under 45 IAC 15-7-1.

Disclosure of return information to other employees of your department, agency, division or 
office, must meet statutorily-defined criteria and must be required for them to perform their 
official 
duties.

· Confidential information shall not be disclosed by a department employee to confirm information made public by another party or source which is part of any public record. IC 6-8.1-7-1(a).

Penalty, Violating confidentiality laws is a felony with penalties as described:

Agency Discipline
Absence of criminal prosecution does not prevent your agency from pursuing internal sanctions for unauthorized accessing, browsing, or disclosing state or federal tax returns or tax return information.

Indiana Penalties
IC 6-8.1-7-1(a) prohibits the disclosure of any Indiana tax return or information contained in a return. Browsing is defined as examining a return or return information acquired without authorization and without a need to know the information to perform official duties. Violators of IC 6-8.1-7-1 are guilty of a Class C misdemeanor and subject to any and all fines and penalties so prescribed. State employees will be immediately dismissed from state service upon conviction. .

Federal Penalties
If you willfully disclose federal tax returns or tax return information to a third party, you are guilty of a felony with a fine of $5,000 or imprisonment for five years, or both, plus prosecution costs according to the Internal Revenue Code (IRC) §7213, 26 USC 7213.
