
Task # Task Description Day Crew 
(7am-4pm)

Day Crew (2pm-
11pm)

*Total 
Deduction

1. Check and replenish all restroom supplies Toilet paper, paper towels, feminine hygiene products, soap, toilet seat covers in all 
restrooms (L1, L2, L3) Twice per shift Twice per shift $114.82 

2.
Clean all break rooms, coffee bars, and kitchens. including 
microwave interiors, cabinet exteriors, empty recycle can 
holders and trash cans as needed

Clean counter, table, stove top, cabinets, microwaves in all break rooms, coffee bars 
(located in conference rooms and training rooms) and kitchens.  NO DISHES TO BE 
WASHED; Empty recycle containers and trash cans; Dust vending machines and 
ATM.

Once per shift Once per shift $114.82 

3. Clean quiet rooms Dust furniture, empty trash, vacuum as needed. Twice per shift Twice per shift $43.06 

4. Clean and Sanitize all restrooms.  
Clean/Sanitize all toilets, urinals, plumbing fixtures, stalls, sinks, counter tops, 
Sweep and mop floors in restroom and locker room area.  Clean mirrors.  Use 
restroom closed signs and wet floor signs

Twice per shift Twice per shift $172.23 

5. Clean all glass doors, door windows and glass walls
Clean glass on all interior door windows, Ops doors, conference room doors, display 
cabinets, security office, windows in lobby/waiting area, and glass walls in Sally 
Port/lobby area

Once per shift Once per shift $57.41 

6. Clean glass rail and glass on the 2nd floor lobby stair well Shine banister and clean glass Once per shift As needed $28.71 

7. Clean all drinking fountains Clean, sanitize, dry shine drinking fountains Twice per shift Twice per shift $14.35 

8. Empty and clean all cigarette bins and ashtrays Empty bins in smoking area & near building entrance; replenish sand as needed Once per shift Once per shift $14.35 

9.
Janitorial closets and all storage areas kept clean and clutter 
free Organized and no trash or debris to be left in closets At all times At all times $14.35 

10. Sweep TX DOT parking area Sweep parking area under TX DOT awning, pick-up any trash, keep trash removed 
and properly disposed of in dumpster area N/A Once per shift $28.71 

11. Exterior sweeping Sweep sidewalks, entrance to building, disabled parking ramp, courtyard, and 
smoking area.  Pick up litter in high traffic areas Once per shift Once per shift $57.41 

12. Clean the passenger elevators Clean elevator walls, sweep floors and mop when needed.  Shine inside/outside 
elevator doors, sweep, mop

Once per week- 
Monday

Once per week- 
Thursday

$57.41 

13. Sweep building stairwells and dust handrails Broom sweep all stairwells.  Damp mop lobby staircase Level 2 to Level 3. Once per shift Once per shift $57.41 

14.
Dust all corners, edges, baseboards of building, remove all 
cobwebs

Clean baseboards and corners in common areas (corridors, break rooms, lobby, 
work out room , locker rooms, quiet rooms, and restrooms)

Weekly- 
Tuesday Weekly- Friday $172.23 

15. Dust & clean all modular furniture overhead bins and caps Dust overhead compartments & ledges of modular furniture, book shelves and filing 
cabinets; not work surfaces in offices, conference rooms, and training rooms.

Weekly-
Saturday

Weekly- 
Saturday

$344.46 

16.
Dust all light fixtures, mini blinds, window sills and all supply and 
return air vents

Dust light fixtures, common area picture frames, mini blinds, window sills and air 
vents in offices and conference rooms.  Vents in kitchens Weekly- Friday Weekly-Tuesday $172.23 

17. Discrepancies or deficiencies found

Report deficiencies found in and around facility to CTECC AE immediately. 
(Examples:  Dirty dishes in sinks, broken paper towel dispensers, feminine hygiene 
product dispensers, lost keys, lost badges, clogged toilets or sinks, special requests 
made directly by building occupants, etc.)

At all times At all times $0.00 

18.
Sweep data Center Schedule with Facility Manager-sweep data center with approved broom Once per week As needed $57.41 

19. Spot Clean (as needed and/or requested) As Needed As Needed $0.00 

20 Empty trash and recycle bins into large trash and recycle 
containers

Empty black and blue bins from , Ops floor workstations, conference rooms, and 
quiet rooms into large container.  Replace liners.  Empty large containers into 
outdoor dumpster and bulk recycle container.

Once per shift Once per shift $114.82 

*Deductions refer to Section 0500 Package "B" Substandard Performance Paragraph No. 17
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INVITATION FOR BID BEST VALUE (IFBBV) KDW0070 PACKAGE B

Task 
# Task Night Crew (10pm-

2am)
*Total 

Deductions
1. Check and replenish all restroom supplies Once per shift $114.82

2. Clean all coffee bars and kitchens including microwave interiors, cabinet 
exteriors, empty recycle can holders and trash cans as needed Once per shift $114.82

3. Clean break room areas, dust sill and blinds, empty trash cans as needed Once per shift $114.82

4. Clean and Sanitize all restrooms including all shower areas as needed.  
Use restroom closed signs and wet floor signs Once per shift $172.23

5. Clean Workout Room Once per shift $28.71

6. Clean all glass doors, door windows and glass walls Once per shift $57.41

7. Clean bathroom partitions and lockers Weekly $28.71

8. Clean banister and glass panels main stair case As needed $28.71
9. Clean all drinking fountains Once per shift $28.71

10. Empty and clean all cigarette bins Once per shift $14.35

11. Empty recycle bins from individual offices into large recycle containers Once per shift $114.82

12. Empty trash bins from individual offices into large trash containers Once per shift $114.82

13. Janitorial closets and all storage areas kept clean and clutter free At all times $14.35

14. Exterior sweeping Once per shift $57.41

15. Clean, dust, damp mop hard surface floors.  Use wet floor signs Once per shift $100.47

16. Clean the passenger elevators Once per shift $28.71

17. Sweep all stairwells As needed $57.41

18. Clean all floor mats Once per week $57.41

19. Dust all corners, edges, baseboards of building, remove all cobwebs Once per week $172.23

20. Dust and clean all modular furniture overhead bins and caps Once per week $172.23

ATTACHMENT #2 PACKAGE "B" CTECC Facility Night Crew Task List  IFBBV - KDW0070
Description

Toilet paper, paper towels, feminine hygiene products, soap, toilet seat covers in all 
restrooms (L1, L2, L3)

Clean counter, table, stove top, cabinets, microwaves in all break rooms and kitchens.  
NO DISHES TO BE WASHED

Clean counters, tables, dust window sills, chairs, machines, empty trash in large break 
room, lobby, waiting area and work out room
Clean/Sanitize all toilets, urinals, plumbing fixtures, stalls, sinks, counter tops, shower 
stalls, and curtains.  Sweep and mop floors in restroom, shower and locker room 
area. 
Sweep and mop floors; dust equipment, TV,and window sills; clean mirrors; refill paper 
towels
Clean glass on all interior door windows, Ops doors, conference room doors, display 
cabinets, security office, windows in lobby/waiting area, and glass walls in Sally 
Port/lobby area

Clean and polish banister and glass panels on the second floor lobby stair case
Clean, sanitize, dry shine drinking fountains
Empty bins in smoking area, TXDOT parking lot, and near building entrance.  
Replenish sand as needed

Empty blue bins from offices and Ops into large container

Empty black bins from offices, Ops floor workstations, conference rooms, and quiet 
rooms into large container.  Replace liners.
Organized and no trash or debris to be left in closets
Sweep sidewalks, entrance to building, handicap ramp, courtyard, and smoking area.  
Pick up litter in high traffic areas

Sweep and mop all hard surface floors in facility with clean mop water and mop head 
(including all hallways, common areas, work out room). A disinfectant cleaner will be 
used for mopping restroom and shower areas.
Clean elevator walls, sweep floors and mop when needed.  Shine inside/outside 
elevator doors, sweep, mop
Sweep building stairwells and dust handrails
Dust off Nightly and spot clean or vacuum. Mats in lobby, kitchens, break areas, and 
main entrance
Clean baseboards and corners in conference rooms, training rooms, EOC, and  
offices
Dust overhead compartments, and ledges of modular furniture (Not work surfaces) on 
Operations floor

Clean and sanitize bathroom partitions.  Dust locker tops and doors (lockers located in 
hallways, breakrooms, and Men's and Women's Locker rooms)
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INVITATION FOR BID BEST VALUE (IFBBV) KDW0070 PACKAGE B

Task 
# Task Night Crew (10pm-

2am)
*Total 

Deductions

ATTACHMENT #2 PACKAGE "B" CTECC Facility Night Crew Task List  IFBBV - KDW0070
Description

21. Dust all light fixtures, mini blinds, window sills and all supply and return air 
vents Once per week $86.12

22. Mop building stairways Once per week $57.41
23. Vacuum entire building-spot clean as necessary Twice per week $287.05

24. Clean carpets (hot water extraction) in all common areas, hallways, 
meeting rooms, break rooms Once per quarter $574.10

25. Clean carpets (hot water extraction) in offices Once per quarter $1,148.20

26. Clean doors in building
Once per quarter

$143.53

27. Discrepancies or deficiencies found At all times $0.00

28. Clean Entry Grate Once per quarter $28.71

29. Strip and wax floors Once per quarter $688.92

30. Clean registers and vents Once per quarter $344.46

31. Clean interior of office windows and sills Semi-Annually $344.46
32. Spot Clean (as needed and/or requested) As needed $57.41
33. Deep cleaning restroom tile Monthly $459.28

*Deductions refer to Section 0500 Package "B" Substandard Performance Paragraph No. 17

Deep clean restroom floor tile and grout in all restrooms and showers

Vacuum offices, conference rooms, Ops floor workstations and offices

Carpets in conference rooms, quiet rooms, Ops floor, EOC

Schedule with Facility Manager
Clean all ceiling registers and vents, including degreasing vents in kitchens and mold 
removal as necessary in restroom and shower areas
Clean interior of all office windows and window sills.

Clean and dust all doors (metal and wooden), door frames, and hardware.  Polish 
kickplates and hardware.

Report deficiencies found in and around facility to CTECC AE immediately. (Examples: 
Dirty dishes in sinks, broken paper towel dispensers, feminine hygeine product 
dispensers, lost keys, lost badges, clogged toilets or sinks, special requests made 
directly by building occupants, etc.)

Clean out interior floor grate at main entrance with shop or traditional vacuum.  Wet 
mop grate as necessary.

Dust light fixtures, mini blinds, window sills and air vents in kitchens and conference 
rooms.  Dust vents in kitchens.
Wet mop stairways in building- use safety signage
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ATTACHMENT #3
PACKAGE "B" 

CTECC FACILITY
DAY CREW CHECK LIST

IFBBV - KDW0070

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
        /        /        /        /        /         /        /

Time In
Time Out Break
Time In Break
Time Out  
# Hours
Initials
Time In
Time Out Break
Time In Break
Time Out  
# Hours
Initials
Time In
Time Out Break
Time In Break
Time Out  
# Hours
Initials
Time In
Time Out Break
Time In Break
Time Out  
# Hours
Initials
Time In
Time Out Break
Time In Break
Time Out  
# Hours
Initials

Supervisor Signature

CTECC FACILITY DAY CREW CHECK LIST
This checklist must be submitted when submitting an invoice that includes this week.

Location Week Ending:    _____/_____/_______

Employee Name

NOTE:  Supervisor signature indicates verification of hours and tasks in accordance with the contract

Periodic Daily Requirements (brief outline only; see task list and Section 0500 for complete details):
• Sweep data center (weekly)

Date(s) Completed

• Dust all light fixtures, mini blinds, window sills and all supply and return air vents (Friday and Tuesday)

• Clean Passenger Elevators (Monday and Thursday)
• Dust all corners, edges, baseboards of building, remove all cobwebs (Tuesday and Friday)
• Dust & clean all modular furniture overhead bins and caps (Saturday)
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ATTACHMENT #4
PACKAGE "B"

CTECC FACILITY
NIGHT CREW CHECK LIST

IFBBV - KDW0070

Sunday Monday Tuesday WednesdaThursday Friday Saturday
        /        /        /        /        /         /        /

Time In
Time Out Break
Time In Break
Time Out  
# Hours
Initials
Time In
Time Out Break
Time In Break
Time Out  
# Hours
Initials
Time In
Time Out Break
Time In Break
Time Out  
# Hours
Initials
Time In
Time Out Break
Time In Break
Time Out  
# Hours
Initials
Time In
Time Out Break
Time In Break
Time Out  
# Hours
Initials

• Clean interior of office windows and blinds (Semi-Annually; Twice per year)

• Strip and wax floors (quarterly)
• Clean registers and vents (quarterly)

• Clean and wipe down all doors in building (quarterly)
• Clean entry gate (quarterly)

• Clean carpets (hot water extraction) in all common areas, hallways, meeting rooms, break rooms (quarterly)
• Clean carpets (hot water extraction) in offices (quarterly)

• Wet mop building stairways (weekly)
• Vacuum entire building (twice per week)

• Dust and clean all modular furniture overhead bins and caps (weekly)
• Dust all light fixtures, mini blinds, window sills and all supply and return air vents (weekly)

Date(s) Completed Periodic Daily Requirements (brief outline only; see task list and Section 0500 for complete details
• Dust all corners, edges, baseboards of building, remove all cobwebs (weekly)

Supervisor Signature
NOTE:  Supervisor signature indicates verification of hours and tasks in accordance with the contract

Employee Name

CTECC FACILITY NIGHT CREW CHECK LIST
This checklist must be submitted when submitting an invoice that includes this week.
Location Week Ending:    _____/_____/_______
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ATTACHMENT #5
PACKAGE "B"

IFBBV KDW0070 

Paper towels

Toilet Seat Covers

All supplies must be of type and/or quality specified by AE.  AE reserves the right to modify specifications as may 
become necessary at no additional cost to AE.

Specification for Supplies -  PACKAGE "B"  

Supply Description

Feminine hygiene products

Hand soap

Plastic bags

Bathroom tissue

Size must be compatible with existing dispensers.

All paper towels must contain a minimum of 40% post consumer recovered materials.  
Size must be compatible with existing dispensers.

All bathroom tissue rolls must contain a minimum of 20% post consumer recovered 
materials.  Size must be compatible with existing dispensers.  ONLY 2-PLY PRODUCTS 
ARE ACCEPTABLE.

Variety of sizes to fit existing dispensers where applicable.

Liquid, antibacterial, size and type to be compatible with existing dispenser.

Variety of sizes to fit existing containers.  Millage is to be sufficient to handle weight of 
waste expected per container.  Minimum two additional bags to be in the bottom of each 
waste containers at all times.
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Criminal History Checks, Fingerprints and CTECC Photo 
Identification 

1.0 PURPOSE 
This Standard Operating Procedure (SOP) describes the process for obtaining 
criminal history background checks, fingerprints and CTECC photo identification 
for employees, outside vendors and support staff at the Combined Transportation, 
Emergency and Communications Center (CTECC).  

Criminal history background checks, fingerprints and CTECC photo identification 
for employees, outside vendors and support staff at CTECC are necessary to 
identify people that may have access to sensitive and privileged information at 
CTECC. Some sensitive and privileged information at CTECC is provided by the 
State of Texas Department of Public Safety (DPS) through an agreement with the 
City of Austin. The City of Austin Police Department is responsible for managing 
access to this information at CTECC. Access to sensitive and privileged 
information may be obtained directly from CTECC computer systems, or by 
observing or overhearing someone access sensitive and privileged information at 
CTECC. 

2.0 SCOPE 
This SOP is a mandatory document and shall be implemented by all CTECC 
personnel when a new employee, vendor or outside support staff works at the 
CTECC. 

3.0 TRAINING 
The CTECC General Manager and Agency Managers will ensure that all 
employees and agency personnel are properly informed of this SOP during 
employee orientation and by its incorporation into the training plans of user 
agencies. 

4.0 DEFINITIONS 
Note: A glossary of definitions is located on the CTECC internal homepage at 

http://www.ctecc.org/. 

4.1 CTECC-LE— Law Enforcement personnel under contract to the CTECC 
facility. These personnel are assigned to provide Physical Security, Access 
Control, Incident Investigation, and other Law Enforcement duties on 
CTECC property. Currently, The Travis County Sheriffs Department is 
contracted to provide the CTECC-LE function. 

SOP-052003-08-003_RC  Page 4 of 10 
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4.2 CTECC Personnel—employees are either “Shared Employees” or “Internal 
Program Employees” under the Interlocal Agreement. Internal Program 
Employees means those employees employed directly by a Party of the 
Interlocal Agreement to support one or more Systems at the CTECC Facility, 
excluding Shared Employees. Shared Employees means those employees 
employed by COA to support one or more Systems at the CTECC Facility 
and whose salary is funded by contributions from the Parties through the 
Budget process. 

5.0 RESPONSIBLE PERSONNEL 
The following personnel are responsible for activities identified in this procedure.  

5.1 CTECC Agency Immediate Supervisor 

5.2 City of Austin Police Department Identification Manager 

5.3 CTECC General Manager 

6.0 EQUIPMENT 
6.1 No CTECC equipment is required for this procedure. 

7.0 PROCEDURE 
Note: CTECC personnel may produce paper copies of this procedure printed from the 

controlled-document electronic file located in the members-only area at 
http://www.ctecc.org. However, it is each person’s responsibility to ensure that 
they received training and utilize the current version of this procedure. The 
author may be contacted if text is unclear. The Administrative Assistant in the 
General Manager’s Office may be contacted if the author cannot be located.  

Note: Deviations from SOPs are made in accordance with Standard Operating 
Procedure Development, and documented in accordance with Documentation 
for CTECC Activities.  

7.1 Criminal history records for all employees, vendors and contractors will be 
rechecked at two-year intervals. 

7.2 New employees will be briefed by their immediate supervisor regarding the 
requirement for a Personal History Form.  

Note  See Attachment A for a sample of the Applicant Personal History 
Form 

7.2.1 Employees will turn in the completed Personal History Form to the 
appropriate CTECC supervising personnel. 
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7.2.2 Personal History Form must be completed prior to proceeding to 
CTECC-LE as described in Section 7.3.1.  

7.3 Employees will be briefed by their immediate supervisor regarding the 
requirement for a criminal background check, fingerprinting and photo 
identification card. 

Note See Attachment B for a sample of the Criminal Background Check 
and Identification Card Authorization Form. 

7.3.1 Employees will go to the CTECC-LE booth in the facility lobby in order 
to be fingerprinted and have a photograph taken for the ID card. 

7.3.2 The employee must take the Authorization for Criminal History 
Background Check and Identification Card form to the CTECC-LE. 
The form must be signed by the appropriate CTECC supervising 
personnel. 

8.0 CONTINUOUS REVIEW PLAN 
This SOP will be reviewed as needed. The CTECC General Manager is 
responsible for the review. The frequency of the review may be altered by external 
and internal events that affect the procedure. Sample events that may require 
review of this SOP include: 

 Changes in security requirements 

 Changes in state or national laws 

 Changes in other CTECC procedures or requirements 

9.0 REFERENCES 
None 

10.0 RECORDS 
The administrative support person is responsible for submitting the following 
records to the General Manager’s Office. 

10.1 A signed copy of this SOP. 

11.0 ATTACHMENTS 
Following are the attachments to this SOP: 

Attachment A: CTECC Personal History Form 

Attachment B: Authorization for Criminal History Background Check, Fingerprints 
and CTECC Identification Card



 

CTECC Standard Operating Procedure 

SOP-052003-08-003 

 

 

 
 

 

 

Attachment A: 
Combined Transportation, Emergency 
and Communications Center Personal 
History Form 
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Contact Teresa Reel 

@974-0762 

CTECC Combined Transportation, Emergency & Communications Center 
Communications and Technology Management 

Contractor /Personnel History Form 

                                                                                                                      
Date: _____________ Emp #                              Applicant #                          ID Expiration Date: _______________ 

Applicant is an employee or a contractor that will be working for the Combined Transportation, Emergency & Communication Center 
under the auspices of the CTECC participating agency. 
Title/Occupation/Employer_______________________________________________________________________ 
Name: ________________________________________________________________________________  
                     Last          First   Middle 
Maiden Name: ________________________________ Nickname(s): __________________________________ 
Other Names Used: __________________________________________________________________________ 
Residence Address: ___________________________________________________________________________    
   Number/Street                                      City/State                                        Zip Code 
Phone Number: _____________________________________  

*************************************************************************************************** 

_______________________________________________________________________________________ 

Social Security Number                   Driver’s License Number                                             State 

______________________________________________________________________________________________ 

Other Identification Numbers 
Place of birth: ____________________________________________________________________________________ 
  City     County    State 
Date of Birth: _______________________________ Race: _____________________ Sex: _____________________ 
Hair Color: __________________ Eye Color: _____________ Height: ______________ Weight: _______________ 
Scars/Marks/Tattoos/Amputations: ____________________________________________________________________ 
________________________________________________________________________________________________ 

************************************************************************************************************************ 
Through the coordination of the City of Austin Communications and Technology Management Department, I authorize the City of Austin, Police 
Department Crime Records Section to conduct a police involvement, warrants check, and criminal history background investigation on me for the 
purpose of making a determination of suitability or eligibility to have escorted and/or unescorted access to the CTECC facility. As a part of this process, 
I agree to provide my fingerprints and will allow my photograph to be taken. If I am approved, the Combined Transportation, Emergency & 
Communications Center will issue an identification badge to me. This identification badge will remain the property of the CTECC agency and shall be 
surrendered upon request. 

 

Applicant’s Signature     Date 

************************************************************************************************************************ 
Record Check Performed By: __________________________________________ Emp #: ______________________ 
Results of History Check: ___________________________________________________________________________ 

  
Optional Information 

Emergency Contact Information 
Employee’s Name: __________________________________________________________ 
Home Phone: _____________________________ 
Employee Mobile Phone: ____________________ 
Employee Pager: ___________________________ 
Emergency Contact Name: _____________________________________________________ 
Supervisor Name: _____________________________________________________________ 
Supervisor’s Mobile Phone: _____________________________________________________ 
Emergency Medical Information: _________________________________________________ 
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Attachment B: 
Authorization for Criminal History 
Background Check, Fingerprints and 
CTECC Identification Card 
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AUTHORIZATION FOR  

CRIMINAL HISTORY BACKGROUND CHECK, FINGERPRINTS AND PHOTO 
IDENTIFICATON CARD 

 

 

Please conduct a Criminal History Background Check on the Combined Transportation, 
Emergency & Communications Center (CTECC) employee named below: 

 

 

__________________________________________   ___________________ 

         Employee Name      Social Security Number 

 

 

The APD Identification Department Manager has authorized criminal history background 
checks for all CTECC employees from all participating agencies because of their 
coordination with Public Safety Operations and technical systems. This is to ensure 
compliance with the agreement between the City of Austin Police Department and the State 
of Texas Department of Public Safety, pursuant to the facility’s DPS/FBI Security Audit for 
Texas Law Enforcement Telecommunication System (TLETS) access. 

 

 

 

CTECC Agency Authorization: _____________________________Date: ____________ 

     CTECC Immediate Supervisor 

 

APD Authorization: _____________________________ Date: ____________ 

                                  APD Identification Manager 

 

CTECC Authorization: __________________________ Date: _____________ 

                                                 General Manager 
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 ATTACHMENT  #10 

Identifier: 

SOP-052003-08-004-QR.doc 
Revision: A 
Effective Date:  
 
 

Combined Transportation, Emergency 

& 

Communications Center 

Quick Reference for Recycling 
SOP Identifier/URL  SOP-052003-08-004 Recycling 

 http://www.ctecc.org Click Members, then SOPs, then CTECC 
Administration, then Recycling 

Quick Facts  Only paper, corrugated cardboard and aluminum will be recycled at 
CTECC. 

Process Summary  Paper 
o Paper recycling bins are located in prominent locations near the copy 

room, on the operations floor, and in other locations. Paper can be 
collected in your personal deskside recycling basket. Recycling bins 
and baskets will be emptied periodically by the Custodial staff. 

 Cardboard 
o Cardboard boxes must be broken down and flattened.  
o On Wednesday afternoons, cardboard must be carried outside and 

placed behind the green dumpster near the end of the loading dock to 
await collection. 

 Aluminum 
o  Aluminum recycling bins are located throughout the building in 

prominent locations in or near the break rooms, on the operations floor, 
and in other locations as needed. The bins are large, wheeled carts that 
clearly state “Recycle: Aluminum Cans Only.” 

 Facility Maintenance staff will empty recycling bins and move recyclable 
materials (not including cardboard) to the designated storage area near the 
loading dock to await collection.  

 City of Austin recycling trucks will collect the recyclables on a regular 
schedule. 

 

http://www.ctecc.org/
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