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CITY OF AUSTIN 
AUSTIN WATER UTILITY

PURCHASING SPECIFICATIONS

FOR

CUSTODIAL AND MAINTENANCE SERVICES

1.0 SCOPE AND CLASSIFICATION

1.1 Scope



This specification establishes minimum requirements for Custodial and Maintenance Services for the City of Austin, Austin Water Utility.  Included in this specification are sections on Scope and Classification, Contractor Requirements, Daily Custodial Requirements, Daily Maintenance Requirements, Weekly Requirements, Monthly Requirements, Semi-Annual Requirements, Annual Requirements, Employees, Definitions, and Invoicing Requirements.
1.2 Classification



Custodial and maintenance services shall be provided for various locations for the City of Austin Water Utility. 
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THIS SPECIFICATION, UNTIL REVISED OR RESCINDED, SHALL APPLY TO EACH FUTURE PURCHASE AND CONTRACT FOR THE SERVICES DESCRIBED HEREIN, RETAIN FOR FUTURE REFERENCE.

2.0
CONTRACTOR REQUIREMENTS

2.1
The Contractor shall schedule a meeting with the Contact Person within 5 days after award of the contract to conduct an initial walk-thru inspection of locations and mutually agree upon the condition of surfaces, fixtures, furnishings, etc. prior to beginning work.  
2.2
The Contractor shall provide to the Contact Person a copy of the cleaning schedule within 5 business days after award of the initial walk through.    

2.3
The Contractor shall designate a crew leader who can communicate fluently in English.  This crew leader shall be at the work site during the time Contractor employees are performing these services.  The Contractor shall include with the schedule, the crew leader’s cell phone number, office phone number, fax, and email address.
2.4
The Contractor or designee and Contact Person will conduct monthly walk-thru inspections for the first 3 months of the contract and quarterly for scheduled site visits, unscheduled reviews and inspections.    
2.5
The Contractor shall provide a checklist (‘sample’ attached) and shall be completed by the crew leader and placed at the primary custodial closet at each location, at the end of each shift    The Contact Person will address any unsatisfactory.  The Contractor shall remedy any work to the satisfactory of the Contact Person.  The Contact Person will be the final judge as to the completion of work.  


2.6
A schedule of services for Weekly, Monthly, Semi-Annual and Annual Requirements shall be submitted to the Contact Person.  The schedule shall be specific as to the date and time the service requirements will be performed.  The Contact Person reserves the right to request changes in the schedules, as needed.
2.7
The Contractor shall provide labor, material and equipment necessary to perform this service.  
2.8
The City reserves the right to request Contractor employees to be assigned/rotated by the Contact Person to locations as needed to ensure workloads are addressed, at no additional cost to the City.
2.9
The Contractor shall include with the bid submittal an Equipment Inventory List (Attachment 1) identifying equipment by age and condition.  The Contact Person reserves the right to inspect the Contractor’s equipment prior to or during the contract term.  Any equipment determined to be in poor condition shall be replaced within that same work day, at no additional cost to the City.  The Contact Person shall be the final judge as to the condition of the equipment.
2.10
The Contractor shall use environmentally safe/recyclable supplies based on the type of material being cleaned.  Samples of materials shall be submitted to the Contact Person for approval.  Upon request, the Contractor shall submit, within 10 business days, a list of all materials, other than those provided by the City, which will be used for these services.  The Contact Person reserves the right to approve/disapprove any material/products prior to or during the contract period.  

2.11
Material used shall not cause damage to, including but not limited to, building finishes, including walls, wall coverings, fixtures, furnishings, floors, floor covering, toilet fixtures, wood work, painted surfaces, laminate surfaces, plumbing, and furniture.  Where a specific product is identified, no product deviations shall be allowed without the prior approval of the Contact Person.  Damages by Contractor's employees shall be replaced or repaired to the satisfaction of the Contact Person, and at no additional cost to the City.  
2.12
Areas occupied by City employees working late shall be bypassed, if requested.  Otherwise, areas shall be cleaned.  If area is vacated prior to Contractor’s employee’s departure from the building, employee shall return and perform cleaning services.  

2.13
The Contractor shall remove trash/waste out of area and into an on‑site dumpster.  

2.14
The City will provide the items listed below.   Any other items not listed shall be provided by the Contractor, at no additional cost to the City.



Toilet Paper
Pine Cleaner




Hand Soap
Disinfectant Cleaner




Toilet Seat Covers
Windex Cleaner




Paper Towels
Chrome Cleaner/Polish




Room Deodorizers
Sanitary Napkins




Batteries for Deodorizers

2.15
The City will provide water and electricity.  
2.16
The City will not pay overtime hours for this contract.

2.17
The City reserves the right to award all locations to one Contractor.

2.18
The City reserves the right to add or delete locations as it deems necessary.

2.19
Contact Person:



 Daniel Cadena
(512) 972-0855
Daniel.cadena@austintexas.gov
Contact Person:


Thomas VanDyke (Govalle only)


(512) 972-1513


Thomas.vandyke@austintexas.gov 

Contract Manager:
Lydia Rodriguez-Torres 

(512) 972-0329

Lydia.torres@austintexas.gov

2.20  
The following chart identifies the type of floor finish and the square footage at each location:
	CODE
	FLOOR FINISH

	A
	Textured Level Loop Carpet

	B
	Loop Carpet

	C
	Cut-Pile Carpet

	D
	Vinyl-Composition Tile

	E
	Marble

	F
	Ceramic Tile

	G
	Concrete

	H
	Raised Tile Floor – 10th Floor only


WALLER CREEK CENTER
625 E. 10th Street

Austin, Texas  78701
	FLOOR #
	A
	B
	C
	D
	E
	F
	G
	H

	1
	-
	-
	-
	518
	*2,041
	270
	1,386
	-

	2**
	-
	-
	-
	-
	-
	-
	-
	-

	3
	11,954
	-
	-
	589
	96
	270
	594
	-

	4
	11,954
	-
	-
	589
	96
	270
	594
	-

	5
	9,677
	-
	2,216
	75
	96
	270
	594
	-

	6
	9,677
	-
	2,216
	75
	96
	270
	594
	-

	7
	11,831
	-
	-
	227
	96
	270
	594
	-

	8
	11,831
	-
	-
	227
	96
	270
	594
	-

	9
	11,794
	-
	-
	264
	96
	270
	594
	-

	10***
	1,782
	-
	-
	284
	96
	270
	594
	10,693


*Includes elevator floors.
**2nd Floor will not be serviced.
***10TH FLOOR COMPUTER ROOM

The Contractor shall perform cleaning requirements with emphasis on the following precautions:


1.
Computer Hardware shall never be touched or handled.


2.
The computer room raised floor shall be dry dusted with a treated mop.


3. 
Buckets of water or containers of liquids shall never be placed on the computer room raised floor. 


4.
Care shall be taken so brooms, mops, and cleaning supplies or equipment do not accidentally come in contact with buttons located on computer hardware.


5.
Wires/cables shall never be touched and/or moved.

EAST SERVICE CENTER
6301-B Harold Court

Austin, Texas  78721
	FLOOR #
	A
	B
	C
	D
	E
	F
	G
	H

	1
	-
	-
	-
	14,870
	-
	-
	3,620
	-


NORTH SERVICE CENTER
901 W. Koenig Lane

Austin, Texas  78756
	FLOOR #
	A
	B
	C
	D
	E
	F
	G
	H

	1
	-
	3,706
	-
	14,870
	-
	-
	-
	-


WEBBERVILLE SERVICE CENTER
2600 Webberville Road
Austin, Texas  78702
	FLOOR #
	A
	B
	C
	D
	E
	F
	G
	H

	1
	-
	-
	-
	13,284
	-
	-
	-
	-

	2
	-
	-
	-
	-
	-
	-
	19,184
	-


GLEN BELL SERVICE CENTER
3907 S. Industrial Blvd

Austin, Texas  78744
	FLOOR #
	A
	B
	C
	D
	E
	F
	G
	H

	1
	-
	-
	17,735
	13,290
	-
	-
	40,540
	-

	2
	-
	-
	7,605
	5,290
	-
	-
	-
	-


GOVALLE ODS

911 Linger Lane

Austin, Texas  78721
	ADMIN BLDG
	 
	 
	 
	 
	 
	 
	 
	 

	FLOOR #
	A
	B
	C
	D
	E
	F
	G
	H

	1
	-
	-
	455
	948
	-
	-
	-
	-

	2
	-
	-
	814
	135
	-
	-
	-
	-


	EMPLOYEE

BLDG
	 
	 
	 
	 
	 
	 
	 
	 

	FLOOR #
	A
	B
	C
	D
	E
	F
	G
	H

	1
	-
	-
	-
	650
	-
	-
	-
	-

	2
	-
	-
	-
	-
	-
	664
	-
	-


	MAINTENANCE 

SHOP
	 
	 
	 
	 
	 
	 
	 
	 

	FLOOR #
	A
	B
	C
	D
	E
	F
	G
	H

	1
	-
	-
	-
	242
	-
	-
	-
	-


2.21
Daily Custodial and Maintenance Services are as follows:

2.21.1
First, Second and Third Shifts.
Monday through Friday (except City observed holidays)

First Shift – 6:00 a.m. to 3:00 p.m. minimum 2 employees
Second Shift – 9:00 a.m. to 6:00 p.m. minimum 2 employees
First Shift and Second Shift shall be staggered to allow for at least 2 employees available between 6:00 a.m. and 6:00 p.m.

The City reserves the right to combine the First and Second Shifts in order to complete special projects.  The Contact Person will notify the Contractor 24-hours in advance to notify as to when the employees shall begin work.


Third Shift – 6:00 p.m. to 10:00 p.m. minimum 14 employees and 1 crew leader is a must to organize work assignments.
Weekend Shift – 6:00 a.m. to 5:00 p.m. minimum 6 employees and 1 crew leader.
2.21.2
Weekly Services shall be performed by the Third Shift.
2.21.3
Monthly Services shall be performed by the Weekend Shift:

2.21.4
Semi-Annual and Annual Services shall be performed by the Weekend Shift.   
3.0
DAILY CUSTODIAL REQUIREMENTS
3.1
Restrooms/lounges - clean and disinfect twice daily and replenish supplies.
3.1.1
Clean walls, floors, and fixtures with a disinfectant provided by the Contact Person.
3.1.2
Clean and sanitize sinks, urinals and toilets with cleaners provided by the Contact Person.
3.1.3
Clean and polish mirrors and metal work.
3.1.4
Clean and polish stall doors and entrance doors.
3.2
Areas such as kitchen, break room, assembly room, conference room, coffee bar, etc. – shall be cleaned and sanitized before and after lunch, to include but not limited to sinks, counters, table tops, cabinets, microwaves, and refrigerators. Cleaning supplies shall not be the same supplies used to clean bathrooms.
3.3
Clean glass windows, window sills, glass walls, glass partitions, etc. within the interior of the building.

3.4
Clean glass entrance/exit doors, sills, frames, etc. inside and out.  Clean glass panels surrounding entrance/exit doors, inside and out.  

3.5
Clean disinfect building elevators (4) and garage elevator (1). Polish elevator (interior and exterior) brass or stainless steel doors and railing.  Dust, clean, and polish elevator wood panel walls. Clean and polish elevator tracks.  Wet-mop elevator floors.  Spray and buff/wax to bring to a lustrous finish.  Vacuum elevator tracks to remove debris that may disable the elevator doors.
3.6
Maintain clean and dust lobby areas throughout the day, including trash removal and cleaning of any residue.
3.7
Clean electrical, mechanical and satellite rooms, storage rooms, closets and stairwells
3.8
Clean and dust office furniture, to include but not limited to:

· desk and articles on desk, 
· calculator

· computer

· phone

· tables

· study carrel

· magazine rack

· file cabinet

· shelving
· (paperwork on desks shall not be disturbed)

3.9
Hard‑surfaced floors shall be dust‑mopped daily (damp mop as needed or as requested by the Contact Person).

3.10
Vacuum area rugs and carpet.  Spots shall be removed daily using the Bonnet procedure as outlined in these specifications. 
3.11
Buff hard surfaced floors daily to bring to a lustrous appearance.

3.12
Drinking fountains shall be cleaned, sanitized and dry shined.

3.13
Dust and vacuum air conditioning registers/vents.
3.14
Empty and clean trashcans, including garage and patio.
3.15
Clean and sweep parking garage and exterior stair ways.
3.16
Sweep and clean outside entrance/exit areas and loading dock.
3.17
Empty and clean ashtrays and cigarette bins.

3.18
Remove and dispose of trash.

3.19
Walk entire grounds and pick up trash/debris, including creek/drainage area and under garage and building.

4.0
DAILY MAINTENANCE REQUIREMENTS 
4.1
Light bulb replacement throughout building and parking garage.
4.2
Hang pictures, writing boards, and other wall hangings.
4.3
Set up conference and break room tables and chairs. 

4.4
Set up audio/visual equipment.
4.5
Move office furniture, freight, and boxes.
4.6
Disassemble and move modular walls and furniture.
4.7
Change air conditioning filters.
4.8
Address minor plumbing issues, such as clogged toilets, drains, etc.  

4.9
Replace damaged or worn ceiling tiles.
4.10
Pressure-wash outdoor walkways, entries, and patio areas.
5.0
WEEKLY REQUIREMENTS
5.1
Wet mop hard‑surfaced floors, spray and buff/wax to bring to a lustrous appearance.  

5.2
Clean lobby and reception furniture in lobby areas. 

5.3
Metal doors shall be dusted and cleaned.  
6.0
MONTHLY REQUIREMENTS
6.1
Steam‑clean entry area rugs and mats. Mats and rugs shall be completely dry before placing onto floors to avoid damage.  

6.2
Clean and polish marble floors and tiles.  

6.3
Clean and polish brass or stainless steel trim.  
6.4
Remove cobwebs throughout the interior and exterior of building and parking garage.  

6.5
Sweep and wet mop stairs and stairwell landings. Dust handrails and treads. 
7.0
SEMI-ANNUAL REQUIREMENTS
7.1
Dust mini blinds.
7.2
Completely strip, wax and buff hard surfaced floors to a lustrous appearance.  

7.3
Detail restroom including tile scrub, detailed fixture cleaning and disinfecting.
7.4
Clean carpet flooring using carpet cleaning/extraction process outlined in these specifications.
8.0
ANNUAL REQUIREMENTS


8.1
Wash/clean interior and exterior glass windows.

9.0
EMPLOYEES


9.1
The Contractor shall assign only employees with a minimum 4 years experience in the building maintenance and janitorial services industry.  The Contractor shall provide employee resumes within 5 days after requested by the Contact Person.     

9.2
The Contractor shall provide employees with proper identification which contains both the Contractor and employee name.  An identifiable collared (polo style) shirt shall be worn.  Identification shall be worn on the outer garment and shall be worn on the upper front torso of the shirt so it is visible at all times.  

9.3
The Contractor shall provide employees with safety vests.

9.4
The Contractor shall instruct employees on appropriate safety measures and shall not permit employees to place mops, brooms, machines and other equipment in walkways, halls, elevators, stairways, and any other traffic lanes or other locations in such a manner as to create safety hazards.  Employees shall be required to interrupt performance of their work to allow passage of pedestrian or vehicular traffic.  
10.0
DEFINITIONS

10.1
Dusting – considered clean when surface is free of dirt and dust, dust streaks, lint, and cobwebs.


10.2
Plumbing Fixture, Restroom Stall, and Dispenser Cleaning – considered clean when free of deposits and stains so it is without dust streaks, film, odor, debris collection on the drain.


10.3
Sweeping – considered clean when swept or dust‑mopped floor is free of dirt, grit, lint, and debris (except embedded dirt and grit).


10.4
Cleaning and Finishing (Waxing) Floor – considered clean and finished (waxed) floor is without dirt and dust, marks, film, streaks, debris, and standing water.


10.5
Floor Requiring Application of Floor Finish (Wax) - area requiring a floor finish shall be maintained in a manner and by methods providing for gloss‑like appearance, removal of surface dirt and shall have a uniform appearance.


10.6
Carpeted Floors - considered vacuumed when the carpet or floor is free of dirt, staples, dust, grit, lint and debris.  Spots or stains shall be promptly removed by spot cleaning methods.  Carpeted areas shall be thoroughly vacuumed with a machine 3.5 amps or greater that has adequate suction to lift dirt and residue from the base of the rug nap.  Spots shall be removed immediately with an approved rug cleaning solution in such a manner as to not leave rings or discoloration.  Carpet shampooing solution for such spot or stain removal shall be an approved type solution that will not stain or discolor the carpet, nor produce shrinking.


10.7
Carpet Cleaning and Extraction Procedure

10.7.1
Bonnet procedure for removing carpet stains:

· Vacuum the carpet thoroughly to remove dirt.
· Apply minimal amounts of hot water and generous amount of bonnet chemical (Pro’s Choice Brush & Bonnet in Green Cleaning category or buyer approved equal).
· Apply bonnet to spotted areas using low-speed buffing machine.
· Repeat until stains are gone then begin carpet cleaning/extraction process below.
10.7.2
Carpet cleaning/extraction process:

· Vacuum the entire area thoroughly to remove dirt and crystallized bonnet chemicals.
· Add cleaning chemical (Pro’s Choice Dirt Chaser in Green cleaning category or buyer approved equal) to carpet cleaning/extraction machine.
· Run machine over the entire carpet area being cleaned.
· Empty out soiled water and refill with clean water for rinse and extraction process using Pro’s Choice SCR rinse chemical:  repeat extraction process until water extracted remains clear.
10.7.3
Carpet Protection Application process:

· Apply carpet stain protection using the Pro’s Choice Protection Plus chemical Pump type sprayer - Dilute 8 to 1 and apply 1 gallon per 200 square feet.
· Injection sprayer - Set at 8 to 1 use undiluted.  Total coverage shall be 1,800 square feet.


10.8
Glass – considered clean when glass surfaces are without streaks, debris, film, deposits, and stains, and has a uniformly bright appearance and adjacent surfaces have been wiped clean.


10.9
Trash can – considered clean when emptied, cleaned and any residue is removed.  A new plastic bag is inserted in such a way that the plastic will not slide down into the trash can.   

10.10
Ashtrays and urns - considered clean when emptied and wiped with a chemically treated or damp cloth leaving no residue.

10.11
Furniture, Phones and Desk Top Cleaning – considered clean when the surface is without dirt, dust marks, film, etc.
11.0
INVOICING REQUIREMENTS
11.1
Invoices shall be mailed by the 5th day of each month, to the address below:

City of Austin, Austin Water Utility

Attention: MARK MONTEITH  
625 E. 10th St., Ste. 500

Austin, Texas 78701

11.2
Invoices shall include, but are not limited to the following:

· Contractor’s name, on a professionally pre-printed form

· Invoice shall have a sequential number

· Contractor’s address, phone number and email address
· City’s contract number

· Date of each visit

· Location of each visit

· Itemized description and pricing for each visit/each location
· Signed Grounds Maintenance Checklist for each visit at each location
0500 (IFB) Scope of Work/Specification
12

