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SPECIFICATIONS

FOR RESERVATION AND JANITORIAL SERVICES

WIL-0-WAY GRANT / WIL-O-WAY UNDERWOOD

1
SCOPE AND CLASSIFICATION

1.1
The intent of this specification is to describe the minimum requirements for the Office for Persons with Disabilities at centers that host services for people with disabilities, lessee services, and community rentals which includes:



1.1a     Wil-O-Way Grant - 7825 square feet



1.1b     Wil-O-Way Underwood - 5978 square feet

1.2 Activity schedule for each center hosts 35 persons, Monday through Friday 8:00 A.M. to 3:00 P.M. from Goodwill Industries. Milwaukee County hosts events Monday through Thursday 6.00 P.M. to 9:00 P.M. In addition to weekday activities, the sites are actively rented by the community for weekend rentals. A six (6) week camp program is held during the summer.  Underwood is rented by UWM from 4:00pm-6:00pm on a variable basis.  There is some programming occurring on the weekends on a sporadic basis.  The facilities are rented to the public on weekends.



2
REQUIREMENTS - SERVICES
Contractor must have been an established business a minimum of five (5) years.



2.1 
Contractor shall provide sufficient personnel to satisfactorily perform all duties at scheduled times as outlined in "Schedule of Duties". Services shall be provided up to seven days per week on a mutually agreed upon schedule reflecting building usage. (This could include weekend days as part of the contracted days.) 

2.1a     Personnel provided shall have been employed with the company a minimum of two (2) years.  Contractor shall provide employee names.  (Attachment A)


2.2 Contractor shall provide a designated supervisor as primary contact and be responsible for:



2.2a     Insure that all duties are completed as scheduled.

2.2b     Complete all reservation activities and inspect facilities on a weekly basis.

2.2c     Accept reservation inquiries and trouble calls during indicated working hours. 

2.2d     For cleaning issues, provide remedial or emergency service shall have a two (2) hour response timeframe.

2.2e     Maintain and insure adequate level of staffing and   supplies.

2.3 
Contractor shall provide an accounting of reservation activities, fiscal reporting, and furnish a checklist of cleaning and maintenance duties for each facility each day.  Reports shall be verified and signed by designated supervisor and submitted to Milwaukee County Office for Persons with Disabilities on a monthly basis.

3
REFERENCES
3.1 
Bidders shall furnish three (3} references, including government agencies, which may be contacted for verification purposes if deemed necessary. (See Attachment B) References shall include:



3.1a     Customer name



3.1b     Address of organization served and facility serviced



3.1c     Telephone number



3.id     Fax number

4
EQUIPMENT AND SUPPLIES
4.1 
All equipment required to carry out the reservation and cleaning operations within the scope of the contract shall be provided by the contractor and shall meet the standards of the Federal Occupational Safety and Health Act and State of Wisconsin safety codes.  (See attachment C.  Return with bid.)  Milwaukee County reserves the right to reject bid if not provided with bid and/or does not meet requirements.

4.2 
All supplies needed to carry out the cleaning operations within the scope of this contract shall be provided by the contractor.   Contractor shall submit a written list of all supplies intended for use in the buildings with attached Material Safety Data Sheets (MSDS) for each product, if applicable. Any supply not on approved list shall be removed from the premises.

4.3 
For cleaning and maintenance function, contractor shall provide all paper hand toweling and 2-ply toilet tissue appropriate to the dispenser in each area, antiseptic lotion soap for hand dispensers; Dial bar soap for showers; trash can liners of appropriate size; tile cleaners, waxes, air fresheners, urinal blocks, window cleaners and appropriate disinfecting agents.

5.
SECURITY
5.1 
Contractor shall be issued security system codes and keys from management. Contractor shall be responsible for use of all keys issued to them.  All doors and windows shall be closed and locked upon completion of duties in the area. All areas shall be double-checked at end of shift to verify that areas are secured. On occasion, certain areas that are normally open for cleaning may be secured. In such a situation cleaning shall take place only upon request of the Office for Persons with Disabilities

5.2 
Employees of contractor shall not disturb papers or personal effects of lessees or program staff on desks, open drawers or cabinets, radio or television sets, or tamper with other personal or County property.

5.3 
Contractor shall not duplicate any keys for premises under any circumstances. Any lost keys or need for additional keys shall be promptly reported to or requested of the Office for Persons with Disabilities.  To avoid the possibility of tracing lost keys to the premises, the contractor shall not put identification on any keys. 

5.4 
Due to the confidential nature of certain areas in the building, designated times may be established for cleaning. Security checks of the contractor's employees may be conducted by Milwaukee County. Successful contractor shall provide name and social security number of employees assigned to this project.

6. 
WASTE DISPOSAL
6.1 Waste materials shall be placed in proper container, located outside building as directed.

7. 
Office Space and STORAGE
7.1 
The owner has set aside space in the buildings for the operations, needed equipment, and required supplies of this contractor. All supplies stored must be clearly labeled as to contents. Areas must be maintained in a clean and orderly manner.

8. 
INTENT
8.1 
It is presupposed that the schedules as herein stated will provide all services, supplies and equipment required to complete reservation and cleaning services to maintain all functions of the rental program and building operation as stated. It is not represented as a complete list, but it is understood that all items required to complete the reservation function and to provide a "high standard of cleanliness" shall be included as though enumerated in detail. The frequency of service shall be sufficient to include high volume activities, adverse weather conditions and areas of increased traffic. Necessity of additional services due to extenuating circumstances, which may adversely affect the standards of performance if not done, should be submitted to the Office for Persons with Disabilities in the form of a cost breakdown for labor and materials.

9.    SAMPLING, INSPECTION & TEST PROCEDURES
9.1 Designated County employee will, during the duration of the contract, will review all aspects of the reservation and operation functions.     

9.2 
Contractor's employees shall report daily to the Office for Persons with Disabilities, through their supervisor, all encountered problems and conditions requiring attention such as atypical rental activities, broken fixtures, leaking pipes, as well as unusual conditions such as unlocked doors, open windows, non-routine occupancy.

10.   INVOICING
10.1  Contractor shall submit accounting for rental and lease activities and invoices for cleaning services on a monthly basis. Invoices should reflect charges accrued for each facility or contractor should submit separate invoices for:

10.1a    Wil-0-Way Grant facility

10.1b    Wil-O-Way Underwood facility 

10.1c    Initial "Clean-Out" service



10.1d
   Emergency Project Service

10.2  Invoice for each facility shall include a detailed list of supplies furnished for each month being billed.

11.   PREPARATION & DELIVERY
(Non Applicable)

12.   NOTES
12.1  Damages and protection of Property

12.1a    The contractor shall make good any damage to property   while performing contract services.  He/she shall provide protection as necessary for the proper performance of the work Company shall provide Milwaukee County with list of staff training.

12.2  Assignment of Contract

12.2a 
The contractor shall agree not to assign or sublet this contract any part thereof, or any interest therein, without the prior written consent of Milwaukee County.

12.3 
Claims for Extras

12.3a 
The contractor shall agree to make no claims for extras or additional work under this contract.

12.4 Insurance and Liability

12.4a 
Contractor shall provide required insurance consistent with requirements of Risk Management.

12.4b 
Milwaukee County shall be named on insurance policies as required by Risk Management and be held harmless for all claims.

12.5 
Cancellation

12.5a 
Should work and/or services being performed under this 

contract be deemed unsatisfactory, Milwaukee County may on thirty (30) days written notice cancel the contract.

12.6 
Non-Appropriation of Funds

12.6a 
If funds are not appropriated for payment of this contract, Milwaukee County may terminate the contract at the end of any fiscal year upon 30 days written notice.

12.7 
Pre-Bid Meeting

12.7a 
A pre-bid meeting, with a walk-through at facilities, shall be held on date and time specified on the bid.  The pre-bid meeting is not mandatory, however, bidders are encouraged to attend. 

SCHEDULE OF DUTIES FOR

WIL-O-WAY GRANT AND

WIL-0-WAY UNDERWOOD
COORDINATION OF WIL-O-WAY RESERVATION AND RENTAL ACTIVITIES

Reservation Inquiries
1. Monday through Friday, contractor will receive telephone community rental inquiries and will provide all necessary written and verbal information.

2. As required, contractor will provide for viewing of the center by prospective community renter.

3. Contractor will accept and schedule reservations for centers upon receipt of appropriate security deposits.

4. Contractor will provide a current and regularly updated schedule for each facility.

5. Contractor will schedule appropriate rental hosting and cleaning services for scheduled activities, including lessees, program activities, and community rentals.

FISCAL RESPONSIBILITIES

1. Contractor will collect all rental payments and, in accordance with contract, remit payments to Office for Persons with Disabilities monthly.

2. Contractor will provide monthly accounting of accounts receivable for community rental activities. 

3. Contractor will arrange to accept community rental security deposits and payments via cash, checks, debit and credit card payments.

PROVISION OF NECESSARY INFORMATION MATERIALS

1. Contractor will provide, subject to approval of the Office for Persons with Disabilities, marketing materials sufficient to promote community rental activities. 

2. Contractor will provide online marketing and reservation system. 

COORDINATION OF NECESSARY STAFFING

1. Contractor will provide host staff to assure that the Centers are available at scheduled times, guests are hosted, and the building secured at closing of scheduled events. 

2. Contractor will coordinate and provide necessary cleaning services to support operation of the facilities as described below.

MAIN AREAS/GREAT ROOM, BREAKOUT ROOMS/OFFICES

Daily Duties

1.
Clean all hard surface floors using a chemically treated mop. Wet clean floors where necessary.

2.  
Vacuum all traffic lane carpet mats.

3.
Empty and clean all wastepaper and trash containers. Reline with clean 

liners.

4.    Check and clean as needed:

a. smudges on walls, doors and furniture

b. glass doors

c. entrance floor

d. sweep exterior sidewalk directly in front of entrances

e. wet clean and disinfect water coolers / drinking fountains 

f. spot washing of walls up to eight (8) feet

5.    Clean and lock all ground level windows.

As Needed

1. 
Using a damp cloth, clean furniture, cleared desk tops only, low ledges and high dusting up to twelve (12) feet.

2. 
Clean interior vent faces.

3. Floor Finishing

Supply / follow a carefully planned program (developed by Tartan Supply)of applying and maintaining correct floor finishes throughout the facility.  Floor maintenance is included in Attachment B.  Refinish floors that will take into account the different use conditions, traffic, types of floors and activities in each area of the facilities.   All personnel will be trained by Tartan on how to maintain floors and appropriate products to use.  Vendors not utilizing Tartan services and supplies must offer appropriate alternative, which must be agreed upon by the Office for Persons with Disabilities.

3. Cleaning of all light fixtures.

KITCHEN AREAS

Daily Duties

1. 
Collect and dispose all trash and garbage and replace with clean liners.

2. 
Dry / wet mop floors.

As Needed

1.
Scrub floors. 

2.    Clean counters, front of refrigerator and all other kitchen equipment.

3.    Wash walls and clean exterior vents.

4.    See Main Areas Floor Finishing.

RESTROOM AREAS

Daily Duties

1.
Clean and disinfect all bathroom fixtures, including inside, outside and 

pipes of toilet bowls.

2. 
Clean mirrors and wipe ledges.

3. 
Wet mop floors.

4 
Check and fill dispensers with soap, toilet paper and paper towels.

5. 
Empty wastebaskets and reline with clean liners.

6. 
Check and spot clean walls, doors, doorknobs, push and kickplates.

As Needed

1. 
Ceiling and wall washing.


EMERGENCY PROJECT WORK

1.
Additional project work may be required to maintain an acceptable 

appearance at the facilities Project issues will be addressed by personnel from Office for Persons with Disabilities. An hourly rate shall be indicated on the pricing portion of this request for bid.

INITIAL "CLEAN-OUT' SERVICE

1.
Upon acceptance of contract, contractor shall provide an initial "Clean-

Out" service for Wil-O-Way Grant and Wil-O-Way Underwood. Cost for initial "Clean-Out" shall be indicated on the pricing portion of this request for bid.

RENTERS REFERRAL

1.
Contractor shall provide a rental cleanup service to renters, if 

requested.  The Office for Persons with Disabilities will provide 

contractor’s phone number to those wishing this service.  The contractor will contract directly with renters.

Attachment A
Contractor Personnel

Return With Bid or Bid May Be Rejected

1.
Please provide a list of employees that will be assigned to this project.

Name


Position


Length of Time With Company
1.
_______________________________________________________________________

2.
_______________________________________________________________________

3.
_______________________________________________________________________

4.
_______________________________________________________________________

Firm Name: ____________________________________
Attachment B

Return With Bid or Bid May Be Rejected

1. List the length of time as an established business.  ________________

2. References per section 3.1:

1) 1. Customer name and contact person ___________________________

2. Address ____________________________________________________

3. Telephone number ___________________________________________

4. Fax number _________________________________________________

2) 1. Customer name and contact person ___________________________

2. Address ____________________________________________________

3. Telephone number ___________________________________________

4. Fax number _________________________________________________

3) 1. Customer name and contact person ___________________________

2. Address ____________________________________________________

3. Telephone number ___________________________________________

4. Fax number _________________________________________________

Firm Name: ____________________________________

Attachment C

Equipment List

Return With Bid.  Milwaukee County reserves the right to reject bid if not provided with bid and/or does not meet requirements.

Please list the cleaning equipment currently owned and to be used to provide this service.

Type of Equipment
  
Brand


Model No.
Age
  Quantity

1.
_______________________________________________________________________

2.
_______________________________________________________________________

3.
_______________________________________________________________________

4.
_______________________________________________________________________

5.
_______________________________________________________________________

6.
_______________________________________________________________________

7.
_______________________________________________________________________

8.
_______________________________________________________________________

9.
_______________________________________________________________________

10.
_______________________________________________________________________

Firm Name: ____________________________________
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