Exhibit A

PETERSBURG BOROUGH
SPECIFICATIONS FOR JANITORIAL SERVICES AT

MUNICIPAL BUILDINGS AND FACILITIES
October 5, 2014  - October, 31, 2016
1. Borough Hall

A.  
Work Areas:

1.
Main Floor - Finance & Administrative Offices (reception area, all offices, break room,  main restroom, storage area restroom, hallways, and entry lobby and elevator.

2.
2nd Floor - Assembly Chambers, Conference Room,  Economic & Community Development Office; General Areas (stairway to second floor, second floor hallways/landing area); and Public restrooms

B.
Work Times: Regular services shall be performed on Tuesdays & 
Fridays, before or after regular office hours.  Offices open for business at 
8:00 a.m. and close at 5:00 p.m. 


C.
Regular Services to be performed each Tuesday and 
Friday:   (in all areas of the Main Floor outlined in item 1A above) 


1.
Waste Disposal:  Empty all wastebaskets and recycling receptacles, change liners as necessary.  Collect all wastepaper and other trash and dispose of in the receptacle provided outside of the Municipal Building.  Wash wastebaskets and recycling receptacles if necessary.

2.
Floors:  Sweep and damp mop all tiled areas including restrooms and storage room.  Vacuum all carpets, including elevator and entry way.

3.
Chair Floor Mats:  damp-mop all chair floor mats.


4.
Restrooms:
Wash and disinfect toilets; clean all basins,  dispensers and light switches; scrub and disinfect restroom floors; clean mirrors; refill paper products and soap dispensers.


5.
Working Surfaces & Equipment:  Damp wipe and/or dust all exposed work surfaces (i.e. desk tops, computers, screens, keyboards, telephones, small office tools, copiers, coffee makers & pots, countertops, low bookshelves, etc. If work areas are not exposed for cleaning (i.e. work papers, binders, books, etc. on work surface) do not clean.  


6.
Lobby Entrance:  Clean all interior windows of the lobby 
and 
main reception office; empty trash and ash tray receptacle 
located outside the building entrance.  Elevator walls and doors 
shall 
be wiped clean and free of marks and smudges.



D.
Regular Services to be performed once per week, either Friday 
or Tuesday:  (in all areas of the 2nd Floor outlined in item A2 above.)


1.
Waste Disposal:  Empty all wastebaskets and recycling receptacles, change liners as necessary.  Collect all wastepaper and other trash and dispose of in the receptacle provided outside of the Municipal Building.  Wash wastebaskets and recycling receptacles if necessary.


2.
Floors:  Sweep and damp mop stairway of the building.  Vacuum all carpets.

4.
Restrooms:
Wash and disinfect all urinals and toilets; clean all basins, dispensers, light switches and stall partitions; scrub and disinfect restroom floors; clean mirrors; refill paper products and soap dispensers.


5.
Working Surfaces & Equipment:  Damp wipe and/or dust Assembly dais top, table surfaces, window sills, and computer desk top, computer, screen, keyboard, and telephone.   


E.
Quarterly Services, (may be performed anytime during non-

work hours):


1.
Clean balance of interior windows and display cases on 1st 
and 2nd floors.


2.
Strip old wax from tiled floors.  Mop and re-wax with 
commercial grade product.


3.
Remove spots from furniture/
Vacuum all fabric chairs.


5.
Vacuum fabric curtains or blinds, damp clean plastic blinds. 



6.
Wipe down finance break room and restroom walls.
Note: At such time when the borough begins to use the second floor of the municipal building on a daily basis (old library space) the contractor and borough will enter into negotiations for an amended contract to provide for the services required.
2.
Power & Light Building


A.  
Work Areas:


1.
Second floor, excluding the office supply storage area.



2.
Nordic Drive entrance and stairway



3.
First floor line crew restroom; operator’s restroom and 

adjacent sink.

B.
Work Times: Regular services shall be performed twice a week, 
before or after regular office hours.  Office opens for business 7:30 a.m. and 
closes at 4:30 p.m.  

C.
Regular Services to be performed twice each week on days 
mutually agreeable to the Contractor and to PMP&L:   



1.
Waste Disposal:  Empty all wastebaskets and recycling 
receptacles, change liners as 
necessary. 
Collect all wastepaper and other 
trash and dispose of in the receptacle provided outside of the Power & Light 
Building. Wash 
wastebaskets and recycling receptacles if necessary.



2.
Floors:  Sweep and damp mop all tiled areas including 
entryways and 
stairways of the building.  Vacuum all carpets.



3.
Restrooms:  Wash and disinfect all urinals and toilets; 
clean 
all basins, 
utility sinks, dispensers, light switches and stall partitions; 
scrub and disinfect restroom floors; clean mirrors; refill 
paper products and 
soap dispensers.



4.
Working Surfaces & Equipment:  Damp wipe and/or dust 
all 
exposed work services (i.e. desk tops, computers, screens, keyboards, 
telephones, small office tools, copiers, coffee makers & 
pots, countertops, 
low bookshelves, etc.)  If work areas are not exposed for cleaning (i.e. 
work papers, binders, books, etc. on 
work surface) do not clean.

D.
Quarterly Services, (may be performed anytime during 
non-
work hours):


1.
Clean interior windows.


2.
Clean walls in stairwell (Nordic Drive entrance) with damp mop or dust mop.


3.
Vacuum fabric chairs.


4.
De-scale large basin sink in upstairs restroom.
3.
Public Works Building/Down Stairs

A.  
Work Areas:  First floor offices and restroom


B.
Work Times: Regular services shall be performed once a week, after 
regular office hours on Friday or on Saturday or Sunday.  Office hours are 
from 8:00 a.m. to 4:30 P.M.


C.
Regular Services to be performed once each week


1.  
Waste Disposal:  Empty all wastebaskets and recycling 
receptacles, change liners as 
necessary.  Collect all wastepaper and other 
trash and dispose of in the receptacle provided outside of the Public 
Works 
Building. Wash wastebaskets and recycling receptacles if necessary.



2.
Floors:  Sweep and damp mop all tiled areas including 
entryways. 
Vacuum all carpets.



3.
Restrooms:  Wash and disinfect all toilets; clean all basins, 

dispensers, light switches and stall partitions; scrub and disinfect 
restroom floors; 
clean mirrors; refill soap dispensers.



4.
Working Surfaces & Equipment:  damp wipe and/or dust all 
exposed work surfaces (i.e. front service counter, desk tops, computers, 
screens, keyboards, telephones, small office tools, copiers, coffee makers & 
pots, countertops, low bookshelves, etc.)  If work 
areas are not exposed for 
cleaning (i.e. work papers, binders, books, etc. on work surface) do not 
clean.

D.
Quarterly Services (may be performed anytime during 
non-
work hours):



1.
Clean balance of interior windows.


2.
Strip old wax from tiled floors.  Mop and re-wax with 
commercial grade product.



3.
Remove spots from carpet and furniture.



4.
Vacuum all fabric chairs.


E.
Semi-Annual Services


1.  Clean exterior windows.

4.
Upstairs of Public Works 


A.  
Work Areas: Four offices, conference room, hallway/stairs and 
restroom.

B.
Work Times: Regular services shall be performed once a week, after 
regular office hours on Friday or on Saturday or Sunday.  Office hours are 
from 8:00 a.m. to 4:30 P.M.


C.
Regular services to be performed once each week


1.  
Waste Disposal:  Empty all wastebaskets and recycling 
receptacles, change liners as necessary.  Collect all wastepaper and other 
trash and dispose of in 
the 
receptacle provided outside of the Public 
Works Building. Wash wastebaskets and recycling receptacles if necessary.



2.
Floors:  Sweep and damp mop all tiled areas including 
stairway of the building.  Vacuum all carpets.



3.
Restrooms:  Wash and disinfect all toilets; clean all basins, 
dispensers, light switches and stall partitions; scrub and disinfect 
restroom floors; clean mirrors; refill soap dispensers.



4.
Working Surfaces & Equipment:  Damp wipe and/or dust 
all 
exposed work surfaces (i.e. desk tops, computers, screens, keyboards, 
telephones, small office tools, copiers, coffee makers & 
pots, countertops, 
low bookshelves, etc.) If work areas are not exposed for cleaning (i.e. work 
papers, binders, books, etc. on work surface) do not clean.


D.
Quarterly Services (may be performed anytime during non-
work hours):



1.
Clean balance of interior windows.



2.
Strip old wax from tiled floors.  Mop and re-wax with 
commercial grade product.



3.
Remove spots from carpet and furniture.



4.
Vacuum all fabric chairs.

5.
Motor Pool


A.  
Work Areas: Office, upstairs break room and restroom


B.
Work Times: Regular services shall be performed once a week, after 
regular office hours on Friday or on Saturday or Sunday.  Office hours are 
from 8:00 a.m. to 4:30 P.M.


C.
Regular services to be performed once each week


1.  
Waste Disposal:  Empty all wastebaskets and recycling 
receptacles change liners as necessary.  Collect all wastepaper and other 
trash and dispose of in 
the 
receptacle provided outside of the Public 
Works Building.  Wash wastebaskets and recycling receptacles if necessary.



2.
Floors:  Sweep and damp mop all tiled areas including 
entryways and stairways of the building.  Vacuum all carpets.



3.
Restrooms:  Wash and disinfect all urinals and toilets; 
clean 
all basins, 
dispensers, light switches and stall partitions; scrub and 
disinfect restroom floors; clean mirrors; refill paper products and soap 
dispensers.



4.
Working Surfaces & Equipment:  Damp wipe and/or dust 
all 
exposed work surfaces (i.e. desk tops, computers, screens, keyboards, 
telephones, small office tools, copiers, coffee makers & 
pots, countertops, 
low bookshelves, etc.) If work areas are not 
exposed for cleaning (i.e. work 
papers, binders, books,  etc. on 
work 
surface) do not clean.


D.
Quarterly services (may be performed anytime during 
non-
work hours):



1.
Clean balance of interior windows.



2.
Strip old wax from tiled floors.  Mop and re-wax with 
commercial grade product.



3.
Remove spots from carpet and furniture.



4.
Vacuum all fabric chairs.


E.
Semi-Annual Services



1.
Clean exterior windows.

6.
Library

A.
Work Areas: Library facility (lobby, arctic entry, restrooms, teen 
room, children’s 
room, small meeting room, community room, staff area, 
director’s office, circulation desk, general stack areas and archive room.

B.
Work Times/Building Security: Regular services shall be performed 
on Tuesday, Thursday and Saturday, 
after regular open hours.  The library 
is open for business 11am-8pm Monday, Tuesday, Wednesday, Thursday and 
11am-6pm 
Friday & Saturday. The Contractor shall be responsible for the 
security of windows and doors unlocked for the purpose of janitorial service.  


C.
Regular Services to be performed Tuesday, Thursday and 
Saturday (in all areas outlined above)


1.
Waste Disposal:  Empty all wastebaskets and recycling receptacles, change liners as necessary.  Collect all wastepaper and other trash and dispose of in the receptacle provided outside of the Library Building.  Wash wastebaskets and recycling receptacles if necessary.


2.
Floors:  Sweep and damp mop entryway, lobby and community room. Vacuum all carpets. 


3.
Chair Floor Mats:  damp-mop all chair floor mats.


4.
Restrooms:
Wash and disinfect urinal and toilets; clean all basins, dispensers, and light switches; scrub and disinfect restroom floors, walls and partitions; clean mirrors and stainless steel surfaces; refill paper products and soap dispensers.


5.
Working Surfaces & Equipment:  Damp wipe and/or dust all exposed work surfaces (i.e. desk tops, computers, screens, keyboards, telephones, small office tools, copiers, coffee makers & pots, countertops, low bookshelves, etc.), but not the stack shelves. If work areas are not exposed for cleaning (i.e. work papers, binders, books, etc. on work surface) do not clean.  


6.
Lobby and Arctic Entryway:  Clean all interior windows of the lobby and main reception office; empty trash and ash tray receptacle located outside the building entrance.  


7.
Community Room:  Clean basin, counters, cupboards, dispensers, light switches, clean windows.  


8.
Staff Room: Clean basin, counters, cupboards, dispensers, light switches, clean windows.  


D.
Quarterly Services (may be performed anytime during 
non-
work hours):


1.
Clean balance of interior windows and display cases. 


2.
Vacuum fabric curtains or blinds, damp clean plastic blinds. 


3.
Wipe down restroom walls and meeting room walls.


4.
Dust window sills. 


5.
Wash interior windows.


6.
Wash handrails.


7.
Remove spots from under handrails on ramp and stairs.

8.
Dust the tops of all stacks.

E.
Semi-Annual Services

1.
Clean exterior windows.
7.
Station I


A.
Work Areas: 


1.
Public access area, restrooms (1 male, 1 female); 


2.
Apparatus bay, unisex restroom


3.
Volunteer area; restroom/shower (1 male, 1 female)

B.  
Work Times: Regular services shall be performed once a week, after 
regular office hours on Friday or on Saturday.  Office hours are from 7:00 
a.m. to 5:00 p.m.


C.
Regular services to be performed once each week:  
Restrooms 
(all): empty all wastebaskets and recycling receptacles, change liners as 
necessary; collect all wastepaper, sanitary trash and other trash and dispose 
of in the receptacle provided outside of the Fire Station.  Wash and disinfect 
all urinals and toilets; clean all basins, counters, dispensers, light switches 
and stall partitions; scrub and disinfected restroom floors, clean mirrors; refill 
paper 
products and soap dispensers.  (Showers are not included in the 
weekly cleaning).


D.
Monthly Services (may be performed anytime during non-work 
hours): Volunteer area restroom/shower:  Clean all showers (4) once per 
month. Single Use Restrooms (3): wash all walls in restroom.

E.
Semi-annual Services: Restroom/Showers 92):  Wash all walls in 
restroom.
8.
Police Department *Please note:  Any employee of the Contractor who is 
assigned janitorial duties at this facility is required to have successfully 
passed a fingerprint background check.  Obtaining the necessary employee 
clearance is the Contractor’s expense and responsibility.  Janitorial 
employees may be instructed by Department employees to come at a 
different time/date or to avoid certain areas of the facility based on 
emergency status.  Confidentiality is of utmost importance.


A.
Work Areas:
1. Main Floor – Dispatch Center, Jail, and Offices (reception area, all offices, break room, restrooms, hallways, booking area, jail cells, and visiting room).

2. 2nd Floor – Patrol room, Offices, and Training Room (stairway to second floor, second floor hallways/landing area, unlocked offices, patrol room, restroom and landing sink).


B.
Work Times:  Services shall be performed on a weekday between 
8:30 a.m. and 2:30 p.m.
C.
Regular Services to be performed once a week on a day mutually agreeable to the Contractor and the Police Department:

1.  Waste Disposal:  Empty all wastebaskets and recycling receptacles, change liners as necessary.  Collect all wastepaper and other trash and dispose of in the receptacle provided outside in the Police Department parking lot.  Wash wastebaskets and recycling receptacles if necessary.

2. Floors:  Sweep and damp mop all non-carpeted areas (except jail cells), including restrooms and lobby entrance.  Vacuum all carpets, including rugs in entryway and back hallway.

3. Restrooms:  Wash and disinfect toilets; clean all basins, dispensers and light switches; scrub and disinfect restroom floors; clean mirrors; refill paper products and soap dispensers; scrub and disinfect first floor shower.

4. Working Surfaces & Equipment:  Damp wipe and/or dust all exposed work surfaces (i.e. desk tops, computers, screens, keyboards, telephones, small office tools, copiers, printers, coffee maker, microwave, countertops, low bookshelves, etc.  If work areas are not exposed for cleaning (i.e. work papers, binders, books, etc., on work surfaces, or door is locked) do not clean.
5. Lobby Entrance:  Clean all interior windows of the lobby; empty trash; clean interior glass doors.


D.
Monthly Services to be performed once a month on a day 
mutually agreeable to the Contractor and the Police Department:

1. Unoccupied Jail Cells:  Sweep and damp mop floors and walkways; scrub and disinfect toilets and basins; disinfect bunks and mattresses; disinfect table and benches; wash walls as necessary.

2. Detail patrol vehicles: vacuum floor areas, disinfect backseat area, damp wipe and/or dust all exposed surfaces, clean interior windows.

E.
Quarterly Services to be performed once a quarter on a day mutually agreeable to the Contractor and the Police Department: 
1.  Wipe down restroom walls, jail hallway and cell walls.

2. Remove spots from carpet and furniture; vacuum all fabric chairs.

3. Damp clean plastic blinds.

4. Clean interior windows.

5. Clean walls in stairwell and first floor hallway.

6. Clean 2nd Floor shower.

F.
Semi-Annual Services to be performed twice a year on a day mutually agreeable to the Contractor and the Police Department:

1. Clean exterior first floor windows.

G.
Security and Confidentiality
1. Strict security shall be maintained at all times.

2. All exterior doors must remain locked when janitorial staff is in the building in the evening.

3. All doors are required to be kept locked except when in use.  The Police Department will identify these when the Contractor commences janitorial services.

4. All Contractor personnel shall receive training related to work site confidentiality.  All information written, spoken, electronically stored or other, within any workspace is considered proprietary and must be considered confidential at all times and not shared with anyone.

5. Violation of this policy is grounds for breach of contract and immediate termination of this contract.

6. The Contractor will not share any information related to buildings, workspaces, processes or any general information about the Borough, before, during, or after completion of this proposal process and resulting contract.

7. Prior to beginning any work at this site, Contractor shall provide to the Police Chief a complete list of all existing Contractor employees that will be assigned to this site, including valid identification (copy of driver’s license or State Identification Card, and/or other document(s) acceptable to the Borough, verifying the employee may legally work in the State of Alaska/United States).  All Contractors employee’s assigned to this site must obtain a security clearance through APSIN.

8. Contractor employees whose names are not contained on the Police Department’s approved list will not be permitted access to the site and will be directed to leave the premises.

9. Any unauthorized personnel, including but not limited to, visitors, family members, friends, acquaintances, etc., of the Contractor and/or its employees found within or on the facilities grounds will be directed to leave the premises.

10. The Contractor shall immediately notify the Police Department of any staffing termination of employment for staff assigned to this site.

11. The Contractor is aware that the security clearance process takes up to eight (8) weeks for each potential employee to be approved/disapproved for this facility.

12. Employees of the Contractor shall be required to conform to all Borough building security policies, procedures, and systems, (current and/or future) as directed by the Borough.

13. The Contractor and its employees shall notify law enforcement officers of any suspicious acts or persons(s) within or around the facilities and to report any breach of security.

14. While work is underway at least one person who can speak, read and write English fluently shall be present in the building at all times.

15. These procedures may change during the course of this contract.  When changes occur, the Borough will provide notification of change to the Contractor.

* Start of contractual work for the PD may be delayed pending security clearance of contractor’s employees (see item 11 above).  The contractor shall prorate the first monthly service bill when work for the department begins.
9.
Supplies

A.
The borough will furnish toilet tissue, hand soap, hand dispenser 

towels and garbage bags.  It is the contractor’s responsibility to notify 


each 
of the Building Maintenance Officials of each  facility  of  the 


need to order supplies in a timely manner.  The contractor shall furnish all 
other 
cleaning supplies, tools and equipment including rags, mops, 
cleaning 
solvents, paper towel, vacuum cleaners, brooms, etc.

B.
Cleaning supplies and equipment may be stored in a neat and orderly

fashion in designated janitor’s closets in the various municipal buildings.
C.
Cleaning agents shall be stored in sealed containers and

Labeled appropriately of their content.    MSDS (material safety data sheets)

must be readily available for each product. 

D.
Solutions shall be no stronger than necessary.  Contractor will take every precaution to ensure that only safe products are used.

10.
Incidental Requirements (varies with each facility)
A. Turn off unnecessary lights.

B. Report hazardous conditions and items in need of repair to the
designated Building Maintenance Official or Department Head
C. Lock rooms/buildings after cleaning.  Retain key(s) in safe place.

D.
Turn in lost and found articles to the designated Building Maintenance Official.

E. 
Notify Police Department when any unauthorized or suspicious person is seen on/in premises.

F.
 Make tour at the end of each cleaning session to ensure all machines and appliances are shut off or disconnected; that no smoldering, smoking, or burning materials are in trash receptacles.

G.
 Report all accidents to the designated Building Maintenance Official immediately.


H.
The Contractor shall be responsible for the security of windows and doors unlocked for the purpose of janitorial service.  

 
I.
If a borough observed holiday falls on a regular janitorial service 
day, the contractor shall observe the holiday and reschedule their work  day  
accordingly.

J.
For purposes of janitorial contracts only, the following individuals 
are designated as the various Building Maintenance Officials:


Borough Hall:
City Clerk (currently Kathy O’Rear)



Power & Light:
Superintendent (currently Joe Nelson)


Community Center: Director (currently Donnie Hays) 


Public Works/Com. Dev/Mt. Pool:  PW Director (currently 



Karl Hagerman)


Public Library:  Librarian (currently Tara Alcock)


Police Department:  Support Services Mgr. (currently Angel 


Worhatch)
11.
Insurance & Licenses:  The Contractor shall at all times during the contract maintain a State of Alaska business license and maintain property damage and comprehensive general liability insurance coverage with a minimum combined limit of $2,000,000 with the borough named as an additional insured.  If Contractor hires employees to perform any of the work in this contract, the Contractor is responsible to comply with all Federal and State of Alaska employment laws.  The Contractor shall provide the borough with a copy of all applicable insurance certificates.  The Contractor is also responsible for any costs incurred in obtaining background checks on the contractor’s employees for work at Mt. View Manor.
12.
Additional Services:  The borough may contract for additional 
janitorial 
services not expressed in the Contract with the contractor.  The cost for the 
additional services will be negotiated prior to the work being preformed.  This 
section does not prohibit the borough from contracting with other 
vendors/contractors to provide the additional  requested services.

13.
Terms of Contract & Payment

A. The contract period will be from October 5, 2014 through October 30, 2016 and the Contractor shall provide uninterrupted service according to the terms of the contract.

B. The Contractor may terminate the agreement with sixty (60) days written notice for any reason.

C. The borough may terminate the agreement at any time, for any reason, with one day written notice to the Contractor. The several Department Heads for the Petersburg Borough will oversee the conduct of the Janitorial Contract respective to their buildings and will review the work performed under the contract. Any deficiencies in the performance of the contract reported to the Contractor that are not remedied immediately shall be considered terms for termination of either: a specific area covered by the agreement, or the total agreement, with no further notice to the Contractor.

D. Payment in the amount of one-twelfth (1/12) of the awarded bid amount will be made for services performed during the prior month.  Payment will be made upon receipt of an invoice from the contractor.
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