
PREVENTATIVE MAINTENANCE SERVICES  
BID/CONTRACT SPECIFICATIONS 
ELEVATOR EQUIPMENT 
Revised 10/13/2023 

 
 
PART 1 – BID REQUIREMENTS 
 

A. Specifications herein will be incorporated with the State of Indiana Professional Services Contract 
Template (found at https://www.in.gov/idoa/state-purchasing/contract-administration/contract-
forms-manuals-and-templates/) to create the full DNR Preventative Maintenance Service 
Contract.  Prior to submitting their completed Request for Quotation (RFQ) bid packet, Contractors 
are responsible for reviewing all clauses in the template and discussing any desired modifications 
with the DNR Purchasing Buyer. 

B. Prior to bidding, it is the responsibility of each Contractor to thoroughly familiarize themselves with: 
• the location(s) of the proposed site(s), 
• the tools, materials, parts, and labor necessary to execute the required services,  
• each site’s seasonal start-up/shut down timing, maintenance histories, and active equipment 

warranties, and 
• the existence of any deferred maintenance items.   

C. Prior to bidding, and/or as soon as it is known throughout the life of the contract, the Contractor 
shall notify the State, in writing, of any deferred maintenance, or obsolete equipment, parts or 
components, that are not maintainable under the terms of the contract.  Contractors may perform 
site visits, if desired, prior to submitting bid proposals to inspect and evaluate all equipment relevant 
to the contract.  If notification of non-maintainable equipment occurs prior to the bid due/open date, 
then the State will inform other bidders accordingly of the disposition of those items, by addendum 
of these specifications.  If no such notification by the Contractor is given, then the Contractor shall be 
responsible, at no additional charge to the State, for the preventative maintenance services for all 
items, regardless of condition, as set forth in this contract.   

D. At a minimum, pricing which shall be included in the Contractor’s bid are the following: all overhead, 
profit, equipment, materials, vehicles, tools, overtime, travel expenses, and labor costs for crews 
performing the scheduled service visits. 

 
PART 2 – GENERAL REQUIREMENTS 
 

A. Failure of the Contractor to meet all terms and conditions in the final, executed contract will result in 
termination of the contract. 

B. Contractor shall perform an initial site inspection separate from and prior to any pre-scheduled 
service visits.  During this initial inspection, the Contractor shall: 

• Discuss with the property manager and the operators of equipment, or their designees, any 
maintenance problems encountered historically, 

• Become aware of manufacturer servicing recommendations and any existing equipment 
warranties,   

• Develop a maintenance protocol, and 
• Return to proper condition any system that is discovered not to be in proper operation, as 

defined by equipment maintenance manuals and/or this contract’s specifications, and 

https://www.in.gov/idoa/state-purchasing/contract-administration/contract-forms-manuals-and-templates/
https://www.in.gov/idoa/state-purchasing/contract-administration/contract-forms-manuals-and-templates/
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• Review onsite operations and preventative maintenance documentation (e.g. manufacturer’s 
maintenance recommendations, conditions reports, inspections, etc.) and provide any 
relevant maintenance documents that may be missing.   

 
C. It is the responsibility of the Contractor to verify the system equipment and any included 

appurtenant devices/systems during the initial inspection and, prior to beginning work, provide a 
written assessment of system equipment and appurtenant devices/systems, including any necessary 
correction or update to the provided Schedule A (see PART 9 – SCHEDULE A).  

D. The State shall provide the Contractor with a reasonable means of accessing the equipment covered 
by this contract.  The Contractor shall be free to start and stop all primary equipment critical to the 
operation of the systems listed herein as arranged with the site’s property manager or their designee. 

E. In the event a system is altered, or if any equipment is added or deleted, the specifications and 
contract shall be amended by the State as required to reflect these changes. 

F. The Contractor shall be liable for damage to property or injury to persons directly resulting from 
accidents caused by the performance or non-performance of its obligations under this contract. 

 
 
PART 3 – EMERGENCY SERVICES 
 

A. Contractor may be called upon by the State to provide emergency services related to the systems and 
equipment identified within the scope of this contract.  Emergencies shall be considered as additional 
to, and outside of, the specifications, terms, and conditions, outlined by this preventative 
maintenance services contract and its related purchase order.  Emergency services are defined as 
work requested by the State which is outside of the dates identified in the planned maintenance 
schedule submitted by the Contractor and in exception to the conditions and requirements outlined 
in the contract’s technical specifications. 

 
B. Emergency calls may occur outside of normal business hours, including evenings, weekends, or 

holidays, and may necessitate the incurrence of overtime to maintain proper operation of the 
systems listed herein.  The Contractor shall respond by phone to an emergency call within thirty (30) 
minutes and provide onsite service within a timeframe agreed upon with the site’s property manager 
or their designee.  If the Contractor is unable to respond timely, or is unable to provide the requested 
emergency service timely, then the site’s property manager may opt to contact another vendor.  

 
C. Emergency calls shall be invoiced by the Contractor separately from any planned costs allowable 

under this preventative maintenance services contract.  Any work that is not pre-authorized is at the 
risk of the Contractor. 

 
 
PART 4 – CODE REQUIREMENTS AND MANUFACTURER INSTRUCTIONS 

   
A. Contractor shall perform the work under this contract in accordance with the requirements of 

manufacturer recommendations, industry standards, and all Federal, State and Local codes govern 
the requirements of the services.  In case of conflicts between State and Local codes and regulations, 
State codes and regulations shall prevail.  
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B. Contractor shall immediately notify the State, in writing, if they observe that these contract 
specifications are at variance with or in conflict of the service instructions of any manufacturer in any 
respect. 

 
C. If the Contractor performs any work contrary to State Building Rules and Regulations, ordinances, or 

any manufacturer's printed instructions, then the Contractor shall bear all costs resulting from such 
non-compliance. 

 
 
PART 5 – SCHEDULING SERVICE VISITS 
 

A. All work pursuant to the preventative maintenance services contract shall be performed Monday 
through Friday, between the hours of 8 am and 5 pm (local site time), unless otherwise authorized in 
advance by the site’s property manager or their designee.  On each scheduled day of service, prior to 
performing any work or inspections, the Contractor’s personnel shall report to the site’s office to 
inform the site’s property manager or their designee of their arrival.   

B. Each preventive maintenance service visit shall be pre-scheduled and directed from a maintenance 
management program initiated and maintained by the Contractor.   

C. A scheduled visit is defined as the contiguous number of work hours or days required to inspect and 
service the identified equipment outlined in or implied as covered in the scope of this specification 
and contract.  This, however, does not limit the Contractor from scheduling as many inspections or 
service calls as deemed practical and necessary to keep all equipment in satisfactory operating 
condition.  

D. Scheduled visits may not begin until the contract and its related purchase order have been fully 
executed and approved.  The Contractor's preventative maintenance schedule shall be submitted to 
the site’s property manager or their designee, at least seven (7) days prior to the first visit.  This 
schedule shall specify the following: 
 

• Dates of scheduled preventive maintenance service visits per building or equipment 
• Description of service to be performed during each visit 
• Listing of the service report/work order document(s) that will be submitted by the 

Contractor after each service visit 
 

E. Once the Contractor’s maintenance schedule has been submitted and approved, no deviation from 
the scheduled date(s) of service shall be permitted without prior approval from the site’s property 
manager or their designee. 

F. Any required call-back maintenance within ten (10) calendar days of a scheduled maintenance visit 
shall be considered a continuation of the visit service period and not considered as a separate 
emergency visit.  Call backs on failed equipment which has not received the required service within 
the service period shall be considered as covered expenses within this contract and shall not be 
charged to the State. 

G. No additional fees shall be charged to the State for time spent by the Contractor’s personnel awaiting 
the arrival of additional coworkers or the delivery of tools, materials, parts, or equipment, nor will 
additional fees be charged for multiple visits resulting from contractor deficiencies including, but not 
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limited to, inexperienced personnel, incorrect or temporary installation of parts/equipment, or poor 
workmanship. 

H. If the Contractor does not appear for a preventative maintenance service visit on the scheduled 
date(s) and has not made any prior reasonable attempt to reschedule the date(s), then payment shall 
not be approved for that maintenance period. 

 
 
PART 6 – SERVICE DOCUMENTATION 
  

A. Immediately upon conclusion of a scheduled preventative maintenance or emergency service visit, 
the Contractor shall provide the site’s property manager or their designee with a legible service 
report or work order, including any checklist(s) or notes.  If, for some reason, the property manager 
or their designee cannot be located at the conclusion of the service visit, then the service 
report/work order shall be provided via email or US Mail by the Contractor directly to the site within 
three (3) business days after the visit.  Payment for the service(s) shall be withheld if the State 
cannot verify that the Contractor’s on-site visit occurred. 

B. The State shall sign the provided service report/work order and retain one (1) copy.  Failure to 
supply a complete, legible, and acceptable service report/work order will constitute an incomplete 
service visit. 

C. A record of all preventative maintenance and repair work shall be maintained in each machine room.  
The log must be kept clean, current, and all entries must be legible.  Failure to keep this record may 
result in withheld payment. 

D. Service reports/work orders shall state what work was performed on what equipment, as well as the 
location, the technician’s name, the wrench time for each item, and a list of all parts and materials 
used during performance of the preventative maintenance service visit.  Contractor can provide an 
online portal to access all records, including but not limited to, testing procedures, routine or regular 
maintenance, repairs, and callbacks.  The Contractor shall provide access to each site’s property 
manager or their designee.  Online reporting is not a substitute for the signed report provided at time 
of service visit.  The Contractor shall maintain, on location, and within its office, an adequate 
inventory of replacement parts suitable for maintaining the various types of transportation 
equipment contained within the Contract.  Parts shall include everyday expendable parts as well as 
controller and other equipment parts which are subject to frequent replacement. 

E. Contractor shall make available for each regulated device a written Maintenance Control Program as 
required in A17.1—2007, Rule 8.6.1.2.1.  A written Maintenance Control Program shall be in place to 
maintain the equipment in compliance with the requirements of 8.6.  

F. Prior to starting, contractor must provide Material Safety Data Sheets (MSDS) for all products used 
onsite.  Maintain copy on-site during performance of work. 

G. Contractor shall perform, at the appropriate time, all test procedures as described in Section 8.10, 
ANSI A17.1—2007 or current adopted edition.  Tests to be included are Annual Test, Five (5) Year 
Load Test and Monthly tests of any Fire Service features.  A copy of all safety tests shall be submitted 
to each sites’ property manager or their designee.  Documentation of the Fire Service test shall be 
maintained in each machine room.  All in-car communication devices shall also be tested monthly, 
including telephones, intercoms, and alarm bells. 
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PART 7 – PAYMENT 
 

A. Payment shall follow all terms and conditions outlined within the preventative maintenance services 
contract and/or the associated purchase order. 

B. The contract pricing base bid shall be payable in arrears.  

C. Invoices resulting from preventative maintenance service or emergency visits shall be provided 
directly to the site’s property manager or their designee either at the conclusion of the service visit or 
via email or US Mail no later than seven (7) business days after the conclusion of the service visit.  
The State shall require the Contractor to update or adjust the invoice date on any invoices not 
provided in a timely manner. 

D. Invoices will not be processed until any necessary post-service visit inspections by the State have 
been completed.  

 
PART 8 – SUMMARY OF WORK 
 

A. Contractor shall provide sufficient means and methods, including experienced and qualified 
personnel, to keep all equipment covered by these specifications operating properly. 

B. Contractor shall be able to program and service the control systems specific to the site(s) and 
equipment included in this agreement and shall be responsible for the procurement of any software 
required to perform this function. 

C. Work shall be performed on major items of equipment listed in PART 9 – SCHEDULE A at the site(s) 
indicated on this bid/contract, plus any appurtenant devices/systems that are related to the listed 
equipment covered by this contract.  

D. This preventative maintenance services program shall include the systematic inspections, service, 
repair, part replacements, call-back service, testing, cleaning and adjustments, as specified herein, to 
maintain all Elevator Equipment in accordance with manufacturer specifications, industry 
standards, building codes, and State expectations.  This includes, but is not limited to, the major 
pieces of equipment shown on the Schedule A (see PART 9 – SCHEDULE A), and appurtenant devices 
and systems that are related to the elevator equipment, all of which constitutes what is normally 
referred to in the elevator industry as ‘Full Maintenance Service’ or ‘Complete Maintenance’. 

E. The Contractor shall make twelve (12) pre-scheduled service visit per year, conducted Monthly, 
or per the manufacturer’s suggested maintenance schedule, whichever is more stringent, to perform 
all necessary preventive maintenance service and repairs on State-regulated (registered devices) 
Elevators as required by these specifications, including but not limited to work that systematically 
examines, adjusts, lubricates, cleans, and when conditions warrant, repairs or replaces all equipment 
covered under this contract.  Contractor shall systematically and regularly examine, clean, adjust and 
lubricate the Escalator equipment at least one (1) time per month or in accordance with 
manufacturers’ specifications and ANSI A17.1—2007 or latest adopted edition, whichever is more 
stringent.  State-regulated (registered devices) lifts, chair lifts, and platform lifts shall be examined 
and serviced at least six (6) times per year, or per the manufacturer’s suggested maintenance 
schedule, whichever is more stringent.   
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F. Work shall be completed in such a manner as to maintain a safe working environment for, and of 
minimum disruption to, the occupants of the buildings. 

G. Special arrangements are required for any/all elevators that require testing while on Emergency 
Power.  Prior notification in writing shall be given to the site’s property manager or their designee no 
fewer than thirty (30) days in advance of such testing. 

 
H. Contractor shall provide, upon request, basic instructions to use the equipment, i.e. Independent 

Service operation, use of “in car” stop switches, procedures to follow before placing a call for service, 
etc. 

I. All vertical transportation equipment contained within this document shall be maintained in 
optimum operating condition.  All labor, material and supervision shall be furnished as specified, and 
as necessary to ensure proper operation and functioning of all covered equipment while complying 
with the requirements of ANSI A17.1—2007 or latest adopted edition, Section 8.6 and Section 8.10.  
Complete adherence to all current state and local codes shall be one of the requirements of this 
Contract. 

J. Any drawings, wiring diagrams, maintenance manuals, or other relevant information shall be 
provided to the Contractor, if needed to perform required maintenance services, but shall remain the 
property of the site and shall not be removed from the premises.   

K. Contractor shall complete all corrective work as may be mandated by the Indiana Fire and Building 
Services Division of Elevator Safety’s routine inspection within the time required by Indiana Fire and 
Building Services Division or thirty (30) days, whichever is less, provided the necessary changes are 
included within the scope, terms, conditions of the agreement, and with written 
confirmation/notification of completion dates to the site’s property manager or their designee. 

L. Contractor shall maintain the original equipment speed in feet per minute and perform all 
adjustments required to maintain the proper door opening and closing time requirements and 
allowable closing force.  Deficiencies such as signal device failures shall be corrected within ten (10) 
calendar days. 

M. The State will provide inspections, permits, and fees required by the ‘Fire and Building Services of 
Indiana, Elevator Safety Division’.  The Contractor may be required to accompany the inspector 
where equipment locations may be secure or difficult to locate. 

 

Contract covers the following: 

Traction Elevators: 
A. MACHINES, geared or gearless, AC or DC drive/hoist motors, generators, exciters, tech motors, 

armatures, coils, windings, bearings, brushes, brush holders, support stand bearings, brake coils, 
cores, sleeves, pins, brake shoes, couplings, shafts, keyways, worm gears, drive gears, thrust bearings, 
journal bearings, packing, gaskets, drive sheaves and any other parts of equipment pertinent to the 
operation. 

 
B. ADDITIONALLY, the maintenance and replacement of hoist ropes, governor ropes, deflector sheaves, 

governors, tension sheaves, cable lubricators, bearings, shafts, bluffers, load weighing equipment, 
selector chains, tapes, cables and sheaves, and any other parts of equipment pertinent to operation. 
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Hydraulic Elevators: 
A. MACHINES, including pumps, motors, bearings, valves, internal pumps and valve parts, solenoids, 

coils, tanks, tank heaters, belts, seals, mufflers, silencers, exposed oil lines, fittings, gaskets, and any 
other parts of equipment pertinent to the operation. 

 
B. ADDITIONALLY, the entire jack unit, except those items listed in the exclusion section, to include 

hydraulic fluid, shut off valves, packing, oil return systems, vibration dampeners, and any other parts 
or equipment pertinent to the operation. 

 
Coverage Common to All Elevators: 

A. CONTROLLERS, their wiring, relays, contractors, contacts, timers, selectors, selector chains and 
cables, dispatch panels, transformers, resistors, solid state controls, solid state starters, printed 
circuit boards, solid state drivers, AC drives, DC drives, microprocessors, circuit memory, programs, 
chips, self-conditioned air-conditioning units and filters, cable boosters, manual lowering and 
battery, in car communications, in car emergency lighting systems, displays CRT or LED, and any 
other parts of equipment pertinent to the operation. 

 
B. CAR DOOR OPERATOR EQUIPMENT, including motors, doors, door skins, wiring, adjustment 

mechanisms, electric switches resistors, solid state equipment, microprocessor equipment, cams, 
gears, bearings, belts, chains, cables, linkage, clutch, hanger tracks, hangers, hanger rollers, gibs, 
restraints, closures, restrictors, safety edges, photo eyes, infrared safety system, sensing devices, 
door contacts and any other part or equipment pertinent to the operation 

 
C. HOISTWAY DOOR EQUIPMENT, including motors, wiring, adjustment mechanisms, electric switches, 

resistors, cams, gears, bearings, belts, chains, cables, linkage, hanger tracks, hangers, hanger rollers, 
pickup devices, pickup rollers, gibs, restraints, shoes, closures, straps, safety edges, door contacts, 
locks, hoist way door hanger mount inserts, and any other equipment pertinent to the operation. 

 
D. CAR EQUIPMENT, including push button fixtures, indicator bulbs, handrails and attachments, car 

position and direction indicators, fans, blowers, normal and emergency lighting systems, bells, 
signaling devices for the disabled, car-top operating stations, escape hatch switches, safety operated 
switches, roller guides, slide guides, gibs, shoes and liners, and any other equipment pertinent to the 
operation. 

 
E. HOISTWAY EQUIPMENT, including limit switches, leveling proximity switches, slowdown switches, 

zone switches, access switches, stop switches, traveling cables, compensating cables or chains, and 
any other parts of equipment pertinent to the operation. 

 
F. EXCLUSIONS – The following items are excluded from the Contract: hoist way, underground piping, 

underground cylinders, replacements or repairs due to insufficient or inadequate power supply, 
main line fuses, feeders, breakers, and smoke sensors. Cab interiors, car doors, hoistway doors, sills, 
frames, and fixture face plates. (NOTE:  Any equipment including fuses, damaged from Contractor’s 
action or from faulty equipment covered in this contract, shall be replaced at the Contractor’s 
expense.) 

 
G. OTHER SAFETY TESTS AND NEW ATTACHMENTS – Contractor shall not be required to make safety 

tests, other than those cited in paragraph “3.6 Service Requirements and Testing”, or install new 
attachments whether or not recommended or directed by federal, state, local agencies, or insurance 
companies. 
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H. ADDITIONAL REPLACEMENTS – When equipment or parts are replaced in their entirety, and newer 
design of the device is available, functionally equivalent, and compatible, the device of the newer 
design shall be used as the replacement.  If part(s) cannot be replaced with the original 
manufacturers’ product, the part(s) may be substituted upon approval of the individual Facility 
Director.  All replacements of newer design shall be the responsibility of the Contractor.  The Owner 
shall not be responsible for replacement of proprietary or obsolete parts.  All such replacements shall 
be furnished and installed by the Contractor.  

 
Escalators: 

A. The Contractor, at his expense, shall be responsible for maintaining the entire escalator system(s) 
unless otherwise specifically excluded in this Contract.  Contractor shall systematically and regularly 
examine, clean, adjust and lubricate the equipment at least one (1) time per month or in accordance 
with manufacturers’ specifications and ANSI A17.1—2007 or latest adopted edition, whichever is 
more stringent.   

B. When conditions warrant, repair, or replace the following equipment: machine drive gear, worm 
gear, motor, windings, all rotating elements and associated bearings, housings, and assemblies.   

C. Additional items to be included are the brake, coil, linings, pulley, upper and lower newel sprockets, 
thrusts and main bearings, comb tooth section, comb plates, landing plates, handrails, skirts, aprons, 
step and chain wheels, rollers, step frames and treads, step axle bushing, sprockets, lubricators, 
controllers, relays, resistors, switches, electrical drives, and transformers.  All protective devices, 
alarm systems, safety switches, operating switches, governors, overspeed devices, safety devices, 
both mechanical and electrical, risers, rollers, demarcation strips, demarcation strips, step, step 
chains, drive chains, roller chains, handrail chains, handrail tracks, step tracks, gears, pulleys, 
sprockets, tension devices.   Associated lighting shall be included as well as any other parts or 
equipment pertinent to the operation. 

 
Lifts, Chair Lifts, Platform Lifts: 

A. Contractor shall be responsible for the replacement, repair, and adjustment of all working parts on 
each individual platform lift, chair lift, and other lifts listed in the attached equipment list.  State-
regulated (registered devices) lifts, chair lifts, and platform lifts shall be examined and serviced at 
least six (6) times per year, or per the manufacturer’s suggested maintenance schedule, whichever 
is more stringent.  The intent of this section is for the contactor to provide Full Maintenance on each 
device listed in the attached equipment list, unless otherwise specified. 

 
 
PART 9 – SCHEDULE A 
 
For each site covered by this contract, the Schedule A provides the following: 

• Contact information for the IDNR site’s property manager or their designee 
• Inventory of equipment to be serviced, including its location at the site, description, manufacturer, 

and other known identifying information 
• List of equipment warranties with expiration dates 

 
The Schedule A shall be updated by the Contractor throughout the life of the contract.   
 
The Schedule A document(s) relevant to this contract are attached to these specifications on the 
following page(s). 


