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I) SUBMISSION OF BID

A) Scope and Specifications of Procurement

The Town is soliciting procurement of Custodial Services. The specifications for this
INVITATION TO BID are as follows:

L.

Goods X __ Services Insurance Construction

General description of the subject of Procurement: The purpose and intent of this Invitation
for Bid is to establish a term contract with one qualified source to provide custodial services
at the Facilities/Site Locations listed below.

The Contractor shall provide all supervision, labor, tools, travel, materials (i.e., cleaning
supplies/chemicals), equipment, delivery, resources and workmanship as may be required for
complete and satisfactory performance of commercial type custodial services.

a. Facilities/Site Locations: The contractor shall perform the required custodial
cleaning services at the following Town of Culpeper locations:

Item | Facility Site Location

1 Town Municipal Building 400 S. Main St., Culpeper, VA 22701

2 The Depot 109 S. Commerce St., Culpeper, VA 22701

3 W.T. Beales Jr. Operations 15038 Service Ln., Culpeper, VA 22701
Center

4 Public Works Shop 15048 Service Ln., Culpeper, VA 22701

5 Light & Power Dept 500 Electric Ave., Culpeper, VA 22701

6 Rockwater Park 421 Madison Rd., Culpeper, VA 22701

7 Yowell Meadow Park 100 N. Blue Ridge Ave., Culpeper, VA

22701

b. Addition/Deletion: The Town of Culpeper reserves the right to add similar
items/services or delete items/services specified in the Contract or to change the
frequency of services to accommodate future needs. The Town of Culpeper and
Contractor shall mutually agree upon prices for items/services to be added to or
deleted from the Contract. A Contract Amendment will be issued for each
addition/deletion.

Cleaning Requirements. See Attachment A for the cleaning requirements and frequency.

Contract Period. The Contract shall be for a period of one (1) year with the option to renew
for four subsequent one-year periods. The initial term of the one (1) year contract shall
commence on May 1, 2023. Any renewal will be based on the Contractor’s satisfactory
performance during the initial and subsequent terms.

Mandatory Pre-Bid Conference. A mandatory pre-bid conference will be held on April 11,
2023 at 2:00 p.m. at the W.T. Beales Jr. Operations Center, 15038 Service Ln., Culpeper, VA
22701. The purpose of this conference is to allow potential bidders an opportunity to present
questions and obtain clarifications on the services required by the Town. Any changes
resulting from this conference or subsequent written questions will be issued in a formal
addendum. Immediately following the meeting, the Town will conduct a site visit of all




facilities. This will be the only tour of the facilities provided. Bidders shall visit the sites to
become fully acquainted and familiar with the conditions as they exist and the operations to
be carried out, and make such investigation as they may see fit so they may fully understand
the facility, difficulties and restrictions about the execution of the work.

Failure to attend any portion of the Mandatory Pre-Bid Conference will disqualify bidders
from submitting a bid.

Hours of Operation & Cleaning Frequency. The hours of operation and cleaning frequency
are as follows:

Location Frequency Hrs. of Operation
Town Municipal Building 3 days a week (Monday, Monday-Friday
400 S. Main St. Wednesday, and Friday) 8:00am-5:00pm
The Depot Saturday evening Monday-Sunday
8:30am-5:00pm
W.T. Beales Jr. Operations 2 days a week Monday-Friday
Center (Tuesday and Thursday) 7:00am-4:00pm
15038 Service Ln.
Public Works Shop 2 days a week Monday-Friday
15048 Service Ln. (Tuesday and Thursday) 7:00am-4:00pm
Light & Power Dept 2 days a week Monday-Friday
500 Electric Ave. (Tuesday and Thursday) 7:00am-4:00pm
Rockwater Park Saturday evening Dawn-Dusk
421 Madison Road
Yowell Meadow Park Saturday evening Dawn-Dusk
100 N. Blue Ridge Ave.

a. The Town will be closed on the following observed holidays, and any
additional days granted by the Commonwealth of Virginia. The contractor
shall not be required to work on Town holidays:

i. New Year’s Day

ii. Martin Luther King Day
iii. Presidents’ Day
iv. Memorial Day
v. Independence Day
vi. Labor Day

vii. Columbus Day

viii. Veterans Day
ix. Thanksgiving Day
x. Thanksgiving Friday
xi. Christmas Day

b. All custodial services shall be conducted after normal business hours with the
exception of Rockwater Park and Yowell Meadow Park. The Contractor shall
not interfere with the public use of the sites and shall conduct its operations so
as to offer the least possible obstruction and inconvenience to Town



employees and the public or disruption to the peace and quiet of the area
within which the custodial services are performed.

c. Please see Attachment B Town of Culpeper Facilities, Active Space for
Contract Cleaning Services for the estimated interior square footage of
facilities.

d. Town personnel will turn off interior office lights at the conclusion of the
working day. Contractor may turn on lights in areas as necessary for the
Contractor’s employees to perform services. The Contractor shall turn off all
interior lights upon the completion of services in each area.

e. The Depot facility requires cleaning of Visitor Center bathrooms and common
areas only. All other areas at this location are excluded.

7. Bidder Qualifications. Each Bidder submitting a bid shall have a minimum of three
(3) years of experience in providing custodial services, preferably for
government/public facilities. The Bidder shall be able to provide at least three (3)
references.

8. Specific Requirements. All Contractor personnel shall be citizens of the United
States or legally permitted to work in the United States. All contractor personnel
shall be properly trained and skilled in the work they will perform and in operating
the necessary equipment.

No person shall be allowed on the property who is not directly involved in the
performance of the custodial services. If the Contract Administrator notifies the
Contractor in writing that any person employed on the contract is incompetent,
disorderly, or otherwise unsatisfactory, such person shall be removed from the service
contract with the Town.

The Town of Culpeper shall have the right to approve or disapprove contract
employees from working on Town property. Disapproval solely applies to Town and
associated off-site facilities and has no bearing on the employment of the individual
with the contractor’s firm outside of the Town.

Contractor shall supply the Contract Administrator with a current list of all employees
that will perform work at the facility.

The Contractor shall obtain criminal background checks through the Virginia State
Police Central Criminal Records Exchange, or other service acceptable to the Town,
on ALL employees who will be provided access to Town facilities and at least once
per year thereafter. The Contractor shall inform the Contract Administrator, by
certified mail, of any criminal convictions of any type for Contract personnel within
five (5) days of obtaining the information. Copies shall be provided to the Contract
Administrator prior to their reporting to each facility for duty. This applies to
managers, supervisors, part-timers, project crews, and new hires.

All employees of the awarded Bidder will need to complete a Confidentiality
Agreement before having access to facilities. This is required for any service
provider.



9. Contractor Owned Equipment. The Town shall not be responsible for losses of the
Contractor’s equipment, supplies or tools.

10. Key Controls. The Contractor shall assume responsibility for safekeeping of facilities
under its control. Keys shall not be duplicated. Broken keys shall be returned to the
Contract Administrator for replacement. Lost keys shall be reported immediately to
the Contract Administrator. Re-keying, replacement and/or required lock changes
due to lost keys by Contractor personnel shall be charged to the Contractor.

11. Quality Control. Services performed under this Contract shall be subject to
inspection and approval of the Contract Administrator. The Contractor shall develop,
implement and maintain a complete Quality Control Program in coordination with the
Contract Administrator for identifying and correcting deficiencies in the quality of
services. The Contractor shall submit a final plan to the Town of Culpeper for review
and approval prior to the start of the Contract.

a. The Contract Administrator shall thoroughly inspect the cleanliness of the
Facility on a weekly basis using the attached Exhibit 1: Town of Culpeper
Quality Control Checklist and notify the Contractor, in writing, of any items
needing corrective action.

b. The Contractor shall take immediate corrective action prior to next work shift
of any discrepancies noted and reported to the Contractor by the Contract
Administrator.

c. The Contractor, upon request, shall meet with the Contract Administrator to
review any noted quality control issues. If, in the Contract Administrator’s
sole discretion, quality control or other issues are not being adequately
addressed, the Contractor shall meet weekly, on-site at the specific location,
with the Contract Administrator until quality control issue(s) have been
addressed to the Contract Administrator’s satisfaction.

d. The Contractor shall implement corrective action to prevent recurrence of any
discrepancies. The Contractor shall note in writing the action taken and
convey to the Contract Administrator upon correction of the discrepancy. The
Contractor shall include such corrective action in a facility inspection report
and submit to the Contract Administrator on a monthly basis.

e. The Contractor shall not tamper with private items or private areas such as
desk drawers, lockers, etc. unless instructed by authorized Town of Culpeper
personnel to do so.

f. The Contractor should not use any copier, fax or telephones except as needed
to perform work.

g. The Contractor is not expected to tidy up after staff — arrange papers, turn off
computers, or wash dishes.

h. The Contractor shall not be held responsible for walls, carpet, and upholstery
in poor condition. These will be noted at the beginning of the contract period.



12.

13.

i. The Contractor shall return any call within one (1) hour of notification by the
Contract Administrator or their designee.

Safety requirements. The provisions of all rules and regulations governing the safety
as adopted by the Safety and Health Codes Board of the Commission of the
Commonwealth of Virginia and as issued by the Department of Labor and Industry
under Title 40.1 of the Code of Virginia shall apply to all work under this contract.
The Contractor shall abide by all OSHA safety requirements, including, but not
limited to: personal protective equipment (PPE), fall protection, walking and
working surfaces, Accident Reporting, and First Aid.

Reporting Requirements. The Contractor shall be responsible for all damage caused
by the Contractor’s employees or equipment. In all instances where Town property
or equipment is damaged by Contractor’s employees, the Contractor shall submit to
the Contract Administrator a full report of the facts and extent of such damage in
writing within twenty-four (24) hours of the occurrence.

a. Accident Reports. The contractor shall comply with OSHA and other
regulatory agency requirements, and Town requirements for record keeping
and reporting of all accidents resulting in death, trauma, occupational illness
or injury. The Contractor shall provide a verbal report to the Contract
Administrator or designee within one (1) hour of each occurrence and a
written follow-up report within twenty-four (24) hours of occurrence.

14. OSHA Safety Compliance.

a. Safety Data Sheets. Contractor shall furnish to the Contract Administrator,
the copies of Safety Data Sheets (SDS), for all products used, prior to
beginning service in any facility. Contractor must update copies of the SDS
on an annual basis. In addition, each time a new chemical or cleaning product
is introduced into any facility, a copy of that product’s SDS must be provided
to the Contract Administrator.

b. Labeling of hazardous materials. Contractor shall comply with OSHA
regulations 1910.1201, paragraph f, concerning the labeling of all chemical
containers.

c. Caution signs. Contractor shall use caution signs as required by OSHA
Regulation 1910.144 and 1910.145 at no cost to the Town. Caution signs
shall be on-site upon commencement of the contract.

d. OSHA Guidelines of Blood Borne Pathogens. Contractor shall comply with
the OSHA Standard 29CFR 1910.1030 at all times. Blood Borne Pathogens
as it pertains to the training, safety and equipment needed for all employees
engaged in custodial service. Contractor shall be responsible for compliance
on date of contract acceptance and shall provide proof to the Contract
Administrator.

e. Due to the nature of custodial work, Contractor is required to be in
compliance with OSHA standard 1910.1200, Hazard Communication, at all
times. Proof of compliance with OSHA Standard 1910.1200, Hazard



Communication, shall be provided to the Contract Administrator upon
commencement of this Contract.

Failure of the Contractor or their employees to comply with all applicable
laws and regulations and rules shall permit the Town of Culpeper to
immediately terminate this Contract without liability. If the SDS is rejected,
the Contractor must identify a substitute that will meet the Town’s criteria for
approval.

Labeling of Supplies/Chemicals. Contractor shall purchase and issue all
chemicals in their original containers. Materials that require precautionary
warnings shall have affixed to all containers such labels or markings as are
prescribed by law, regulatory agencies or this contract. Marking or labeling of
materials containing hazardous or toxic substances or wastes shall be in
accordance with all Federal, State and Town of Culpeper laws, ordinances,
rules and regulations.

Slip Resistance. The Contractor shall verify that all floor finishes, seals, spray
buff solutions and other such chemicals applied to non-carpeted floors provide
adequate protection against slippery floors. Any observed instances of
slippery or slick floors shall be corrected immediately upon discovery.
Appropriate signage to be used.

15. Conduct of Contractor’s Personnel. Contractor is responsible for taking all necessary
or appropriate steps to manage or control employee behavior or conduct.
Contractor’s employees shall exhibit the highest standards of professionalism
behavior and conduct at all times, and shall demonstrate only the highest standard of
professional courtesy, consideration, and customer services.

16. Rules and Regulations. Contractor is responsible for assuring the following Rules
and Regulations apply to their employees, and to those of any sub-contractor assigned
to perform Services under this Agreement. These include, but are not limited to:

a.

Contractor’s personnel appearing to be under the influence of alcohol or drugs
shall not be permitted onsite.

Boisterous and/or rude behavior is prohibited.
Destructive and/or criminal activity is prohibited.

Contractor staff shall wear Contractor-issued uniforms at all times during the
performance of services, and while working on any premises covered under
this agreement. Uniforms are at all times to be properly maintained, and kept
clean and in a presentable condition (no rips, tears, stains, etc.).

There shall be no loitering of the Contractor staff in the buildings or elsewhere
on the property before or after assigned shifts.

Contractor staff shall work in their designated or assigned areas only.

Individuals found in unauthorized areas are subject to immediate removal
from delivering any services under this Contract.



B)

h. Smoking is prohibited inside of any Town building and within 20 feet of any
Town building entrance. Smoking is permitted only in designated outdoor,
non-public areas.

1. Use of profanity is prohibited.

17. Use of Town Property, Facilities, and Equipment. The Contractor shall not use Town
facilities, property, or equipment for personal or company business. The Town
telephones shall be used only for emergencies, logging into company time keeping
system or to contact the Town Employees.

18. Subcontracts. No portion of the work shall be subcontracted without prior written
consent of the Town of Culpeper. In the event that the Contractor desires to
subcontract some part of the work specified herein, the Contractor shall furnish the
names, qualifications, and experience of its proposed subcontractors. The Contractor
shall, however, remain fully liable and responsible for the work to be done by its
subcontractor(s) and shall assure compliance with all requirements of the Contract.

19. Storage. The Town of Culpeper will provide the Contractor with reasonable storage
space for supplies and equipment. Reasonable security to protect against loss will
also be provided. The Contractor shall keep all janitorial closets, storage rooms and
other space assigned clean and orderly.

Procurement by the Town is governed by the Town of Culpeper Purchasing and
Procurement Policy Manual, as amended, and the Virginia Public Procurement Act,
Sections 2.2-4300 et seq. of the Code of Virginia, as amended. All Bidders are referred
to the specific provisions of that Manual and law for guidance in dealing with Invitations
to Bid. If an inconsistency exists between the specifications of this Invitation to Bid, the
General Provisions, Contract, or other included document, or the Purchasing and
Procurement Policy Manual and Virginia Public Procurement Act, the inconsistency shall
be resolved by giving precedence to the following documents in the following order:

1) Virginia Public Procurement Act, as amended,

2) Town of Culpeper Purchasing and Procurement Policy Manual, as amended,
3) The Specifications of this Invitation to Bid (this section I),

4) The Contract,

5) The General Provisions of this Invitation to Bid (Sections I — V).

Insurance Checklist

The minimum limits of the Contractor's Liability coverage shall be as provided in this
section. Insurance may be obtained from a single insurance company and policy or from



multiple companies and policies. With all types of required insurance except Worker’s
Compensation, the Contractor must add the Town as an additional insured. Proof of
insurance and certificates showing the Town as an additional insured are not required at
the Invitation to Bid stage but are a condition precedent to the award of a Contract.

1) Worker's Compensation

X REQUIRED NOT REQUIRED

Q) SEALC..ceitiieeiieeiee et e e et et e e ee s e e nareeens Statutory
b) Applicable Federal...........cccooiiiiniiiiniiiiiiicceeccee Statutory
c) Employer's Liability........ccccoooioieieiiieieiiee e $100,000.
d) Benefits Required by Union Labor Contractors .................... As Applicable

2) Comprehensive General Liability (including Contractor's Protective: Products and
Completed Operations; Broad Form Property Damage):

_X REQUIRED _ NOT REQUIRED

a) Bodily Injury:

$1,000,000........ccccoiiiiiiiinieeeiieeeiee e Each Occurrence
$2,000,000.........cccirieireieeieieeie e Aggregate, Products & Complete Operations
b) Property Damage:

$ 1,000,000........ccccueimeiiiieieieieeeieeeeen Each Occurrence
$2,000,000.......ccccccieieieieieeeeeeeeeeenes Aggregate

c) Products and Completed Operations Insurance shall be maintained for a minimum
period of one (1) year after final payment, and the Contractor shall continue to
provide evidence of such coverage to the Owner on an annual basis.

d) Contractual Liability (Hold Harmless Coverage):
1) Bodily Injury:
$1,000,000.........cccoiiieiriiieiiiieeeieens Each Occurrence
$2,000,000......cc.cccerieieiieierireieeeans Aggregate, Products & Complete Operations
i1) Property Damage:

$ 1,000,000.........ccoeveeieeieriereeeennen. Each Occurrence



$2,000,000.......ccccccimieieieieniereeienens Aggregate

e) Personal Injury, with Employment Exclusion deleted:

$ 2,000,000.........cccimrerirreirieirieiennns Aggregate

3) Comprehensive Automobile Liability (Owned, Non-Owned, Hired)
_X REQUIRED  NOT REQUIRED
a) Bodily Injury:
$1,000,000.........cccoiiiiiiiiiieiieeeiieeeeens Each Occurrence
$2,000,000........c.cccirieiieienieieeie e Aggregate, Products & Complete Operations
b) Property Damage:
$ 1,000,000........ccccueiieiiiieieieieeeieeeiee Each Occurrence

$2,000,000.......ccccccieieieeereeeee e Aggregate

C) Type of Contract

The Town is anticipating the award of a contract on a firm fixed price basis.

D) Questions and Comments Regarding Terms of the Invitation to Bid and
Modification of Terms

A Bidder may submit questions and comments regarding this Invitation to Bid only to the
Town Manager’s designee(s) for this Invitation to Bid. To receive an answer, all
questions must be submitted no later than five (5) business (working) days before the due
date. The Town may also issue clarifications or modifications of the terms of the
Invitation to Bid even if no Bidder requests it.

Any revisions to the terms of the Invitation to Bid will be made only by written
addendum issued by the Town Manager’s designee, no later than three (3) days before
the date set for submission of bids. The Bidder will not rely on any information provided
orally, or by anyone other than the Town Manager’s designee.



E) Method for Submitting BID

From:

1)

Contents of submission: Vendors shall submit one (1) original and one (1) copies of
the completed Bid Submission Form and Vendor Information Form and all

supporting documentation. The signed forms must be returned in a separate envelope
or package, sealed, addressed as directed on the cover page, and identified as follows:

April 20, 2023 2:00 p.m.

Name of Bidder Due Date Due Time
Custodial Services PW-23-43021

Street/Box Number IFB Title IFB Number
Lisa Wortman

2)

3)

4)

5)

City State/Zip Code Name of Buyer

Bids sent via express delivery service must be sealed in an envelope inside the
express container. The bidder assumes the risk that an envelope not properly marked
will be mistakenly opened, and thus rendered ineligible for consideration. No
responsibility shall attach to the Town for the premature opening of a bid not properly
addressed and identified as specified herein.

Determination of deadline: The official time used in the receipt of Bids is
established by the Town Manager’s designee.

Place for submission: Bids must be received at the place stated on the cover page of
the Solicitation. Bidders who use a delivery company, U.S. Mail, or courier bear the
risk that the bid will not be received at the correct location by the deadline.

Extension of deadline: Before the deadline passes, the Town may extend the date
and time for opening of Bids or change the location of the bid opening if it believes it
is necessary and in the best interest of the Town. If that happens, all Bidders will be
notified of the new date and time or new location and Bids already received will not
be opened until the new date and time.

Process for receipt of bids: At the bid opening, the responsible Town employee shall
receive bids, open them, and read aloud the names of the Vendors that submitted
Bids. The amount of each Bid, however, will not be read at that time and will not be
made known to other Bidders until a decision is made as to whether to award a
contract or cancel the Solicitation. Thereafter, the provision on Examination of
Documents, V)C), applies to release of bid data.



F) Bidder Information Form and Certifications

1) Bidder Information Form: The Bidder must complete and file responses to
questions posed in the attached Bidder Information Form and demonstrate to the
satisfaction of the Town that it has the capability to perform the Contract.

2)

3)

Certifications: The Bidder shall certify, through execution of the Certification
portion of the Vendor Information Form, that the following statements are true and
not misleading:

a)

b)

d)

That its Bid is made without any kickbacks or inducements or any prior
understanding, agreement, or connection with any corporation, firm, or person
submitting a Bid for the same Goods, Services, Insurance or Construction, and is
in all respects fair and without collusion or fraud,

That it is not currently debarred by the Commonwealth of Virginia or the Town
from submitting Bids on contracts for the Goods, Services, Construction or
Insurance that is the subject of this Invitation to Bid, nor is the Bidder an agent of
any person or entity that is currently so debarred.

That it has not Bid or conferred on any public employee having official
responsibility for this procurement transaction any payment, loan, subscription,
advance, deposit of money, services or anything of more than Nominal Value or
minimal value, present or promised, unless consideration of substantially equal or
greater value was exchanged.

That to the best of its knowledge no Town official or employee having official
responsibility for this Invitation to Bid or member of his or her immediate family
has received or will receive any financial benefit of more than Nominal Value or
minimal value relating to the award of this contract. If such a benefit has been
received or will be received, this fact shall be disclosed with the Bidder as soon
thereafter as it appears that such a benefit will be received. Failure to disclose the
information required above may result in suspension or debarment of the Bidder,
rescission of the Contract, or reduction in payment under the terms of the Contract
of the value of such benefit.

That it has submitted a single Bid. For purposes of this provision, the term
“Bidder” includes all departments and divisions of a Business and all its
Affiliates.

That it is satisfied, from its own investigation of the conditions to be met, that it
fully understands its obligations if the Town awards it a Contract, and that it will
not have any claim or right to cancellation or relief from the Contract because of
any misunderstanding or lack of information.

Duty to supplement: If the Bidder becomes aware of any information which makes
any part of the Vendor Information Form or Certifications no longer accurate or
complete or reveals that any part of my previously submitted information is



misleading, the Bidder will immediately bring that information to the attention of the
Town Manager’s Designee.

G) Compliance with Directions

The Bidder shall comply with all procedural instructions that may be issued by the Town.

IT) EVALUATION OF BID

A) Net Prices and Delivery Terms; Tax Exemption and Responsibility

1)

2)

3)

4)

Net prices: Prices for Goods, unless otherwise specified, must be net, F.O.B. and
include all charges that may be imposed in fulfilling the terms of the Contract
including all applicable fees, with transportation and handling charges fully prepaid
by the Contractor to destination in the Town of Culpeper, Virginia, unless otherwise
specified in this Invitation to Bid, and subject only to any discount for prompt
payment that may be provided by Bidder. Extra charges not made a part of the Bid
price will not be allowed.

Default delivery schedule: Unless otherwise specified in the Specifications, delivery
is to be made between the hours of 8:00 a.m. and 4:00 p.m., Monday through Friday
except on Town holidays and days when inclement weather shuts the normal
operations of the Town government. Delivery and invoicing must be received within
30 working days of receipt of purchase order.

Prices to remain firm: If a Contract is awarded, the prices Bid by the successful
Bidder shall remain firm for the period of the Contract unless expressly provided
otherwise. In case of arithmetic errors the unit price will govern.

Tax exemption: The Town is exempt from state and federal taxes. The Town will
not pay any tax charges assessed on Goods, Services, Construction or Insurance
provided by the Bidder. The Town will not indemnify the Bidder against any tax
charges. Any tax assessed against the Bidder as a result of the contract resulting from
this Invitation to Bid is the responsibility of the Contractor. However, when under
established trade practice any Federal excise tax is included in the list price, the
Bidder may quote the list price and shall show separately the amount of Federal tax,
either as a flat sum or as a percentage of the list price, which shall be deducted by the
Town.

B) Required Elements of Bid Package



To be considered, the Bidder must submit by the Due Date and time a completed Bid,,
the Vendor Information Form with Acknowledgement of Receipt of Addenda Form, and
any other documents, samples, or information required by the terms of the Invitation to
Bid. Incomplete Bids will be rejected as non-responsive unless the omitted material
constitutes Informality. Any Bidder which submits a Bid agrees that such Bid becomes

the property of the Town and all costs incurred for its preparation are the responsibility of
the Bidder.

1) Completed INVITATION TO BID forms:

All information required by the Solicitation must be supplied before the Due Date and
time for submission of Bids in order for a Bid to be considered complete and
responsive. Bids cannot be modified after they are opened.

2) Required permits, bonds and licenses:

By submitting a Bid, Bidder represents that it has or can acquire all necessary federal,
state and local permits and all necessary licenses, including licenses to use intellectual
or real property, as of the date of performance.

a) If this Solicitation is for Construction with a total cost of $100,000 or more or if
the blank for bid bond is checked on the cover sheet of this Solicitation, the
Vendor must provide a bid bond with its bid. If this Solicitation is for
Construction with a total cost of $100,000 or more or if the blank(s) for
performance and payment bonds are checked on the cover sheet of this
Solicitation, the Vendor represents that it is able to obtain the required bond(s)
before it begins performance under the Contract. If a Vendor fails to obtain a
required performance or payment bond, the Town will reject the Vendor’s bid
and, if a Contract is awarded to the next-lowest Responsive and Responsible
Bidder, the Town will call the bid bond of the Vendor who was unable to obtain
the performance or payment bond. Bonding requirements are not waivable except
by canceling the Solicitation and issuing a new one without the bond requirement.

3) Acknowledgment of receipt of all addenda:

The Vendor will complete and execute the Acknowledgment of Receipt of addenda
form.

4) Descriptive literature and specifications:

a) Except where the Bidder intends to provide the Brand Names identified in the
Invitation to Bid or follow blueprints or similarly detailed specifications, the
Bidder shall clearly and specifically identify the Goods, Services, Insurance or
Construction being Bid and shall enclose complete and detailed descriptive
literature and specifications with the Bid to enable the Town to determine if the
Bid meets the requirements of the Invitation to Bid. The Bidder is responsible for
clearly and specifically indicating the Goods, Services, insurance or Construction
being Bid and for providing sufficient descriptive literature, samples, catalog cuts



and/or technical detail to enable the Town to determine if the Bid meets the
requirements of the Invitation to Bid. Only the information furnished with the
Bid will be considered in the evaluation. Failure to furnish adequate data for
evaluation purposes may result in declaring a Bid non-responsive.

b) Unless the Bidder clearly indicates in its Bid that the product Bid is an “equal”
product, its Bid will be considered to Bid the brand name product referenced in
the Invitation to Bid.

c) Unless otherwise expressly provided in the specifications, the name of a certain
brand, make or manufacturer shall not restrict Bidders to the specific brand, make
or manufacturer named but conveys the general style, type, character, and quality
of the article desired. The Town Manager’s Designee for this Invitation to Bid
shall determine equivalency, considering quality, workmanship, economy of
operation, and suitability for the purpose intended, including compatibility with
existing equipment or facilities and the need for any specialized training,
peripherals, supplies, and infrastructure.

C) Bid Form and Evaluation of Alternates

1) Waiver of Informalities: The Town reserves the right to waive any Informality in
any Bid. However, Bids or amendments which are received after the date and time
specified for the opening of Bids will be neither opened nor considered.

2) One Bid received: When only one Bid is received and it is from a Responsive and
Responsible Bidder, the Invitation To Bid may be canceled or a Contract may be
awarded to the low Bidder if the price bid is reasonable and in the best interest of the
Town. When only one Bid is received for an item in an Estimated Bid Quantities or
Requirements Solicitation, the Town will award a contract for that item if the price
bid is reasonable and in the best interest of the Town; otherwise, the Town will not
make an award of bid on that item.

3) Tests and inspections: The Town reserves the right to conduct any test or inspection
it may deem advisable to ensure the proposed Goods or Services conform to the
specifications of this Solicitation.

4) Method of evaluating lowest bid: Unless otherwise expressly stated in this
Solicitation, the Town will determine the lowest Bid(s) on the following basis,
depending on the type of Contract:

a) For Firm Fixed Price Contracts, on the basis of the total cost of the base bid,
without regard to any alternates. Alternates may be made part of the award to the
lowest responsive and responsible bidder at the discretion of the Town to the
extent of available funds.



b) For Estimated Bid Quantities Contracts, on the basis of the total cost of all items
measured by the Estimated Bid Quantities, without regard to any alternates.
Alternates may be made part of the award to the lowest responsive and
responsible bidder at the discretion of the Town to the extent of available funds.

c) For Requirements Contracts, on the basis of the lowest bid for each item’s unit
cost, with a contract to be awarded to each Responsive and Responsible Vendor
that submits the lowest bid on at least one item, as to those items for which the
Vendor submitted the lowest bid.

d) For Hourly Rate Contracts, on the basis of the hourly rate. No mark-up will be
allowed on materials, which must be obtained at the most economical price
consistent with the needed quality. Travel will be reimbursed at the rate provided
for by IRS regulation.

D) Determining if Bidder is Responsible

1) Award only to a “Responsible Bidder”: The Contract shall only be awarded to a
Bidder that, through evidence submitted or information available to the Town, has
shown that it is has the capability, in all respects, to perform fully the contract
requirements and has shown that it has the moral and business integrity and reliability
that will assure good faith performance.

2) Additional information: The Bidder, if requested, must present within two business
days, evidence satisfactory to the Town of the Bidder’s ability to perform the
Contract and possession of necessary facilities, pecuniary resources, and adequate
insurance to comply with the terms of this Invitation to Bid and any resulting
Contract. The Town reserves the right to inspect the Bidder’s physical facilities and
conduct additional investigation prior to award to satisfy questions regarding the
Bidder’s capabilities.

3) Bidder in default: No Contract will be awarded to any Bidder that is in arrears, or is
in default to the Town upon any debt, or that is a defaulter as surety or otherwise
upon any obligation to the Town, until all such debts are paid. A Bidder which
previously defaulted on a Contract with the Town may be disqualified for a period of
time, depending on the size of the defaulted Contract and the circumstances of the
default.

Process for determination with Competitive Sealed Bidding: With any Invitation to Bid,

the Town shall follow the process set forth in Virginia Code § 2.2-4359 before making a
determination of nonresponsibility.

E) Exceptions to Terms of the Invitation to Bid



Bidders are encouraged to use the question and comment process provided in paragraph
I)D) of this Invitation to Bid. A Bidder may take exception to the terms of the Invitation
to Bid by making the exceptions clear in writing attached to the Bid and suggesting
alternatives that will meet the Town’s needs as identified in the Invitation to Bid.
However, if the exceptions involve more than minor variations or if they negatively affect
the price, quality, quantity or delivery schedule for the Goods or Services being procured,
then the Bidder’s Bid will be rejected.

F) Bid Acceptance Period

Unless withdrawn under the terms of this provision or as otherwise provided in this
Invitation to Bid, the Bidder’s Bid is binding upon the Bidder for at least ninety (90)
calendar days following the Invitation to Bid Due Date. This ninety calendar day
acceptance period may be extended by mutual agreement of the Bidder and Town in
writing signed by the Town Manager’s Designee and the Bidder’s Contact Person as
identified on the Bidder Information Form. Bidder further agrees and understands that
(except to the extent of any bid bond and for the requirement to indemnify the Town for
costs incurred in protection of the Bidder’s confidential information under V)C)3)) there
is no binding agreement, no contractual relationship, no understanding nor mutual assent
until a Contract is signed, executed and exchanged by and between the Bidder and the
Town. Except where the Town Manager, Procurement Officer, or other Town officer or
employee is authorized to execute Contracts under Town Policy, no Contract with the
Town can be executed or has any effect until the Town Council approves it by recorded
affirmative vote.

G) Withdrawal of Offers

Withdrawal of Construction Contract Bids is strictly governed by Virginia Code § 2.2-
4330, which is hereby adopted for all Town Procurement Contracts and incorporated
mutatis mutandis herein. If a Bid may be lawfully withdrawn under said Section, notice
of withdrawal must be provided in writing within two (2) business days after the Bid
opening, pursuant to method (i) in § 2.2-4330A.

III) METHOD OF AWARD OF CONTRACT
A) Award to Lowest Responsive and Responsible Bidder

The Town is not at liberty to change the terms of the bargain after the opening of Bids.
Award will be to the lowest responsive and responsible Bidder unless multiple awards are
made, in which case the award will be in accordance with the terms of this Specification.
If available funds are less than the lowest bid from a Responsive and Responsible Bidder,
then the Town may negotiate with the lowest Responsive and Responsible Bidder to
obtain a price within available funds. The negotiations may vary the quantity, quality,



B)

)

type, delivery schedule, scope or extent of the Goods, Services, Insurance or Construction
to be obtained, and/or the base term or extension term(s) of the Contract.

The Town expressly reserves the right to reject all bids if such action is deemed to be in
its best interest. The reasons for such rejection shall be made part of the contract file.
The Town will not reject all bids solely to avoid awarding a Contract to a particular
Responsive and Responsible Bidder. The Town may reissue the Solicitation if doing so
is in the public interest.

Award in Whole or in Part

Based on its evaluation of Bids as provided above, if the Town does not reject all Bids it
will award a Contract for all or part of the Procurement to the Bidder or Bidders
submitting the best Bid with respect to the items in question. A partial award will be
made only where the subject of the Procurement permits division based on units, phase,
or other elements separately priced in the Bidder submission.

Multiple Awards

Except with a Requirements Contract, a Contract for Non-Professional Services, or as
expressly provided otherwise in the Specifications, the Town will award a single
Contract.

IV) FORM OF CONTRACT AND RELATED DOCUMENTS

A)

B)

)

Use of Town Standard Form Contract

The Town expects to use its Standard Form Contract with the Bidder(s) selected for
award of Contracts. If a Bidder wishes to use a different form, it must submit that form
together with its Bid. The terms of the Contract will then become a subject for
negotiation.

Use of AIA and Similar Forms

If a Bidder wishes to use copyrighted forms, it shall provide the forms and indemnify the
Town against any infringement by their use. All forms submitted for use are subject to
amendment by the Town for consistency with State law, Town Policy, this Invitation to
Bid, and the best interests of the Town.

Differing Terms in Contractor-Supplied Forms

No term in a Bidder-supplied form may alter, contradict, or supersede the terms in this
INVITATION TO BID and the resulting Contract.



V) MISCELLANEOUS

A) Authority of Agents

1)

2)

3)

Bidder’s agent: Each Bid, and any Contract, must be signed by a person authorized
to bind the Bidder to a valid Contract with the Town. For a sole proprietorship, the
principal may sign. The Town may require that any agent submit a power of attorney
or other appropriate documentation showing the authority of the agent to act on the
Contractor's behalf. If, whether such proof of agency has been demanded or not, it
later appears that the signatory was not authorized to act, the Town may declare the
Contract void if it is in its best interest to do so.

Town’s agent: The Town Manager has the final responsibility and full authority for
issuance of invitations to bid, negotiations, placing and modifying invitations,
requests, purchase orders and recommendations of award issued by and for the Town
of Culpeper. Where permitted by Town Policy, the Town Manager may execute
Contracts in the name of the Town. The Town Manager may delegate authority to
Administrative staff by general assignment or by specific authorization in an
Invitation to Bid. No other Town officer or employee is authorized to add to, vary, or
waive terms of the Invitation to Bid, place purchase orders or issue notices to
proceed, enter into purchase negotiations or contracts, or in any way obligate the
Town for indebtedness. Any purchase order or contract made without authority is
void ab initio. The Town will not honor or ratify any void action of its employees or
agents.

Non-appropriation:

a) The authority of agents for the Town is limited by appropriations. In subsequent
fiscal years, the Town may reduce or eliminate appropriations related to the
procurement which is the subject of this Invitation to Bid without liability to the
Bidder or any third party.

b) By issuing this Invitation to Bid, the Town Manager represents that sufficient
appropriations have been made to meet the estimated cost of the procurement in
the current fiscal year.

B) Cooperative Procurement

If authorized by the Bidder, any Contract resulting from this Invitation to Bid may be
extended to any governmental entity within the Commonwealth of Virginia, at its discretion.

C) Examination of Documents

Except as provided herein, all proceedings, records, Contracts and other public records
relating to procurement transactions shall be open to the inspection of any citizen or



D)

representative of the news media in accordance with the Virginia Freedom of Information
Act.

1) Estimates: Cost estimates relating to a proposed transaction prepared by or for a
public body shall not be open to public inspection.

2) Prior to award: Any Bidder upon request shall be afforded the opportunity to inspect
Bid records within a reasonable time after the opening/receipt of all Bids, but prior to
award, unless the Town decides not to accept any of the Bids and to reissue the
Invitation to Bid. Otherwise, Bid records shall be open to public inspection only after
award of the Contract or the decision neither to award the Contract nor to reissue the
Invitation to Bid. Any inspection of Procurement transaction records under this
section shall be subject to reasonable restrictions to ensure the security and integrity
of the records.

3) Trade secrets: Trade secrets or proprietary information submitted by a Bidder in
connection with a procurement transaction shall not be subject to public disclosure
under the Virginia Freedom of Information Act if the Bidder invokes the protection of
this provision in writing prior to or upon submission of the data or other materials,
identifies the data or other materials to be protected, and states the reasons why
protection is necessary. By asserting such trade secret or proprietary information
privilege, the Bidder agrees to indemnify the Town for any costs, including attorney’s
fees, incurred defending that Bidders’ protected information in any action under the
Virginia Freedom of Information Act.

4) No requirement to state reasons for rejection: Nothing contained in this Invitation
to Bid shall be construed to require the Town to furnish a statement of the reasons
why a particular Bid was not deemed to be the most advantageous to the Town.

Definitions

Capitalized terms that are defined in the VPPA or Town Policy have the same meanings
in this Invitation to Bid as are given in that law or policy. Capitalized terms not defined
in the VPPA or Town Policy but used in this Invitation to Bid have the following
meanings, unless the context clearly requires otherwise. Undefined terms have their
common meanings appropriate to their context.

1) Town: The Town of Culpeper or its authorized agents. Unless the context clearly
requires otherwise, such as for an affirmative vote of the elected body, the Town
Manager or the Town Manager’s Designee may always act on behalf of the Town.

2) Town Manager’s Designee: The person designated as having authority to bind the
Town with regard to this INVITATION TO BID and identified as such on the cover
sheet of this INVITATION TO BID or by addendum.

3) Town Policy: The Town of Culpeper Public Procurement Policy, as amended.



4) Due Date: The date stated on the cover page of this Invitation to Bid for receipt and
opening of the Bids.

5) Estimated Quantities: In this type of contract, the Town estimates its needs in
advance and the Bidder bids prices for each of these items. The Town does not
guarantee buying its estimated quantities or any given quantity from the selected
Bidder, and may purchase the items covered by the award through other Procurement
transactions. For each shipment of Goods, the Town will issue a purchase order.

6) Firm Fixed Price: In this type of contract, the Bidder submits a flat price for the
entire Procurement. This does not preclude additions or deletions on a unit price
basis where provided for in the Invitation to Bid.

7) Hourly Rate: In this type of contract, the Bidder submits a stated hourly rate for the
work to be performed. The Bid may include reimbursement for incidental expenses,
such as materials and travel, only if expressly provided for in the Invitation to Bid.

8) Non-Professional Services: All services other than Professional Services.

9) On Call: Services that a Bidder makes available at an Hourly Rate when needed by
the Town. No particular amount of work is guaranteed. If the Specifications do not
give minimum response times or similar measures of performance, then it is implied
that recognized industry standards or the Bidder’s published standards apply,
whichever is more beneficial to the Town.

10) Percentage: In this type of contract, the Bidder is compensated with a percentage of
the construction cost. The percentage is negotiated prior to any contract award.

11) Procurement: The receipt of Goods, Services, insurance or Construction by a public
body from a nongovernmental source with payment from the public body or a third

party.

12) Bid: A Bid to provide the Goods, Services, Insurance or Construction identified in
the specifications.

13) Requirements: In this type of contract, the Bidder submits a Bid to supply the
Town’s needs for all Goods or Services meeting the specifications. Bids shall state
the unit cost. Except in an emergency, the Town will not obtain the specified Goods
from a different source. For each shipment of Goods or task, the Town will issue a
purchase order.

14) Using Department: The Town’s Public Works (General Properties) department. The
initial Contract Administrator will be Jim Hoy.

15) VPPA: The Virginia Public Procurement Act, Virginia Code §§ 2.2-4300 et seq.

E) Nondiscrimination; Participation of Small, Women-Owned, Minority-Owned, and
Service Disabled Veteran-Owned Business



1)

2)

3)

In general: The Town does not discriminate against Bidders because of race,
religion, color, sex, national origin, age, disability, status as a service disabled
veteran, or any other basis prohibited by state law relating to discrimination in
employment. The Town does not discriminate against faith-based organizations on
the basis of the organization’s religious character or impose conditions that restrict
the religious character of the faith-based organization, except as permitted or required
by law, or impair, diminish, or discourage the exercise of religious freedom by the
recipients of such Goods, Services or disbursements. Any Bidder believing that it or
another Bidder has been discriminated against on that basis should immediately make
the Town Manager’s Designee aware of the basis for that belief.

Opt-out rights with faith-based organizations: If an award of Contract is made to a
faith-based organization, and an individual who applies for or receives Goods,
Services, or disbursements provided pursuant to that contract objects to the religious
character of the faith-based organization from which the individual receives or would
receive the Goods, Services, or disbursements, the Town shall Bid the individual,
within a reasonable period of time after the date of his objection, access to equivalent
goods, services, or disbursement from an alternative provider.

Facilitating disadvantaged businesses: It is the policy of the Town to facilitate the
participation of small, women-owned, minority-owned, and service disabled veteran-
owned businesses in all aspects of procurement to the maximum extent feasible. If
awarded a contract, the Bidder will use its best efforts to carry out this policy and
insure that small, women-owned, minority-owned, and service disabled veteran-
owned businesses have the maximum practicable opportunity to compete for
subcontract work, consistent with the efficient performance of this contract. If federal
grant money is to be used to pay for this Procurement, then the specifications will
indicate the extent of any specific participation required for small, women-owned,
minority-owned, and service disabled veteran-owned businesses.



BID SUBMISSION FORM

ROUTINE CLEANING SERVICES:

Item Monthly Bid
Number Frequency Price Annual Bid
Location Per Week Price
1 Town Municipal Building 3
400 S Main Street M, W, F
2 The Depot 1
109 S Commerce Street Saturday
3 W.T. Beales Jr Operations 2
Center T, Th
15038 Service Lane
4 Public Works Shop 2
15048 Service Lane T, Th
5 Light & Power Dept 2
500 Electric Ave T, Th
6 Rockwater Park 1
421 Madison Rd. Saturday
7 Yowell Meadow Park 1
100 N. Blue Ridge Ave Saturday
TOTAL ROUTINE CLEANING SERVICES

Company Representative Name:

Date:

Signature:




BIDDER INFORMATION FORM

NAME OF INVITATION TO BID:

INVITATION TO BID NO:

A. SUBMITTING BUSINESS ENTITY IDENTIFICATION AND OWNERSHIP
DISCLOSURE

COMPANY:

CONTACT PERSON:

TITLE:

ADDRESS:

TELEPHONE:

FORM OF BUSINESS: _ Corporation _ General Partnership
__ Sole Proprietor ~__ Other (specify):

Is Bidder organized or authorized to transact business in the Commonwealth pursuant to
Title 13.1 or Title 50 of the Virginia Code? Yes/No
If so, what is the Bidder’s identification number issued by the SCC?
If not, state why the Bidder is not required to be so authorized:

Check if applicable: =~ Minority-Owned Business
_____Small Business
___ Women-Owned Business
__Service Disabled Veteran-Owned Business

Note: The terms “Minority-Owned,” “Small Business,” “Women-Owned Business” and
“Service Disabled Veteran-Owned Business” as used above are defined in Virginia Code
§ 2.2-4310. This information is requested in connection with the Town’s program to
facilitate the participation of small, women-owned, minority-owned, and service disabled
veteran-owned businesses in procurement transactions.

Organized under the laws of the State of:

Principal place of business located at:




Following are the names and addresses of any persons having an ownership interest of 3% or
more in the above named Business entity who are either related to or are an officer, employee or
appointee of the Town or Town Council (attach more sheets if necessary):

NAME ADDRESS

B. VIRGINIA CONFLICTS OF INTEREST AND PUBLIC PROCUREMENT

This INVITATION TO BID is subject to the provisions of §§ 2.2-3100 et seq. of the Virginia
Code, the Virginia State and Local Government Conflict of Interests Act, and Sections 2.2-4300
et seq. of the Code, the Virginia Public Procurement Act (VPPA).

The Bidder (__ )isor(__ )is not aware of any information bearing on the existence of any
potential conflicts of interest or violation of ethics in public contracting provisions of the VPPA,
Virginia Code §§ 2.2-4367 through2.2-4377. If the Bidder checks the “is” blank, the Bidder
shall provide details in a separate document attached to this Invitation to B1d.

C. QUALIFICATIONS AND REFERENCES

Please provide a response to each of the questions listed below on a separate sheet of
paper and attach it to your Proposal.

1. What is the general character of work performed by your firm?

2. Has your firm ever failed to complete any work awarded to you?

3. Has your firm ever defaulted on a Contract?

4. Which of your local sales and support offices will be servicing the Town of

Culpeper (please list with all relevant contact information)?

5. Who are the contact person(s) responsible for any resulting Contract you may be
awarded (please list names, responsibilities, phone numbers, fax numbers, and email addresses)?



D. CERTIFICATIONS

By my signature on this form, I certify on behalf of the Bidder I represent that this Bid is made
without prior understanding, agreement, or connection with any corporation, firm, or person
submitting a BID for the same Goods, Services, Insurance or Construction, and is in all respects
fair and without collusion or fraud. I understand collusive bidding is a violation of the state and
Federal law and can result in fines, prison sentences, and civil damage awards.

I further certify that the statements regarding debarment, ethics in public procurement,
submission of a single bid, and understanding of the conditions contained in section I)F) of the
INVITATION TO BID are true and not misleading as to the Bidder.

I hereby certify that the responses to the above representations, certifications, and other
statements, including all attachments, are accurate and complete. If after I sign these forms I
learn of any information which makes any of the above representations, certifications or other
statements inaccurate or incomplete, or reveals that any part of my previously submitted
information is misleading, I will immediately bring it to the attention of the Town Manager’s
Designee. I agree to abide by all conditions of this INVITATION TO BID and certify that I am
authorized to sign for the Bidder.

SIGNATURE: DATE:

NAME: TITLE:
Please Print

ACKNOWLEDGMENT OF RECEIPT OF ADDENDA

I certify that I received the following Addenda to this Invitation to Bid:

Number Date
SIGNATURE: DATE:
NAME: TITLE:

Please Print



ATTACHMENT A

CLEANING REQUIREMENTS

TASKS TO BE PERFORMED

Per Visit

GENERAL OFFICES (Reception Areas & Offices)

Empty & wipe trash cans and replace liners

Remove trash from building and place in containers outside the
Facility

Hand dust and wipe clean all furniture (bookshelves, tables,
credenza’s etc.), fixtures, cabinets and other dust gathering
objects. Dust open surfaces on desks without moving any items

Vacuum all carpeted areas, spot clean carpet stains

Spot clean walls, doors, windowsills, ledges and wall areas

Dust top of all open office partitions

Sweep and damp mop all non-carpeted floors

Clean interior glass door and panels

Wash and sanitize water fountains

Wipe clean and sanitize all metal doorknobs with disinfectant
wipes. Light switch plates, kick plates

High dusting of surfaces within 72” from the floor to include
picture frames, molding, door and window frames and return
artwork to level position

Clean and disinfect all telephone receivers

Dust all floor trim, baseboards, doors, air vents and ceiling
ventilation grilles within 72” from the floor

Detail vacuum all edges, baseboards, corners and carpeted
areas

Dust all window blinds (where applicable)

Clean all glass surfaces

RESTROOMS

Re-stock all restrooms with supplies from stock, including paper
towels, toilet paper and hand soap

Clean and polish all mirrors, glass, dispensers, faucets

Clean, remove string, gum, grease, hair, stains and sanitize all
toilets, toilet seats, urinals and sinks with a disinfectant cleaner

Clean and sanitize all splash marks, marks from walls, light
switches, vanities and mirrors

Mop all restroom floors with a disinfectant germicidal solution,
after sweeping clean

Empty all waste and napkin receptacles, and sanitize
receptacles as necessary

Remove trash and replace liners
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TASKS TO BE PERFORMED

High dust including moldings, door frames, ceiling ventilation
grilles and vents

|:| Per Visit

[ ] Monthly

]| Quarterly

[ ]| As Needed

Clean, disinfect and power scrub all tile floors

Dust all horizontal surfaces

Remove trash from building and place in containers outside the
Facility

CIXIX [ weekly

Clean and sanitize shower facilities

X
[]

STAIRWELLS, LANDINGS AND ELEVATORS

Sweep and mop for spill/stains/dirt

Remove gum, tar, hair and other foreign substances from floor

X

Spot clean wall surfaces within reach; dust horizontal surfaces
within reach

X [ X

Xl

Clean and sanitize stairway hand rail

Wet mop stairs

Clean elevator door tracks

XXX

Clean exterior and interior car surfaces free of finger marks,
smudges, and spills.

DAL

CONFERENCE ROOMS

Clean and wipe all conference room tables

Empty & wipe trashcans; liners replaced as needed

Remove trash from building and place in containers outside the
Facility

Hand dust and wipe clean all furniture, fixtures, cabinets and
other dust gathering objects.

X XXX

Spot clean walls, doors, windowsills, ledges and wall areas

Wipe clean and sanitize all metal doorknobs with clean
disinfectant wipes, light switch plates, kick plates and door
saddles

Xl

X} O

High dusting of surfaces within 72” from the floor to include
picture frames, mirror surfaces, bookcases, all glass, partitions,
molding, door and window frames and return artwork to level
position

[]

X

Vacuum and wipe all upholstered furniture and place correctly

X

Dust all floor trim, and baseboards, doors, air vents and ceiling
ventilation grilles within 72” from the floor

Dust all window blinds (where applicable)

Clean horizontal surfaces that are readily available and visible
with a treated dust cloth free of dust, dirt, hair, oil spots, and
smudges

Xl

MAIN LOBBY AND BUILDING ENTRANCE AREAS

Thorough sweep and mop the hard flooring




TASKS TO BE PERFORMED

| Quarterly

| As Needed

Dust and vacuum all lobby mats and carpets

IL_I weekly

[l || Monthly

Empty waste baskets and replace liners

Clean and maintain lobby exhibits

Wipe clean and polish all stainless steel, chrome, brass or other
metalwork

Clean all entrance glass doors

Sweep exterior of entrance areas

Clean and sanitize, polish water fountains and all door handles

High dusting of surfaces within 72” from the floor to include
picture frames, moldings, door and window frames and return
artwork to level position

LA XXX Per visit

DA

Wipe clean metal doorknobs with clean disinfectant wipes, light
switch plates, kick plates

Dust all door trim, baseboards, doors, air vents and ceiling
ventilation grilles within 72” from the floor

] X
L] U

] O
X U
L] U

COMMON AREAS AND CORRIDORS

Sweep and damp mop all hard flooring

Empty/clean all trash containers and replace liners

Dust/wipe clean all furniture, window sills, picture frames and
door frames removing smudges, fingerprints, stains, splash
marks, dust and dirt

LI

Xl

Spot clean all wall surfaces and sanitize doorknobs with clean
disinfectant wipes, light switch plates, kick plates

High dusting of surfaces within 72” from the floor to include
picture frames, moldings, door and window frames and return
artwork to level position

Dust all door trim, baseboards, doors, air vents and ceiling
ventilation grilles within 72” from the floor

Clean carpets to remove all stains, particularly around corners
and edges of carpets

Clean horizontal surfaces that are readily available and visible
with a treated dust cloth free of dust, dirt, oil spots, and
smudges

Clean and polish all metal surfaces and wood surfaces

Clean drinking fountains

LUNCH ROOMS, KITCHENETTES & PANTRIES

Empty all waste containers and replace with liner

Sweep and wet mop all hard flooring

Wipe clean all vending machines as needed including spot
cleaning glass displays
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TASKS TO BE PERFORMED

Clean and sanitize cabinet fronts, countertop, sinks, tables and
spot clean seating to remove spills and stains

Wipe clean and sanitize all wood surfaces, all metal doorknobs
with clean disinfectant wipes, light switch plates, kick plates

High dust including picture frames, moldings, door and window
frames and return artwork to level position

Vacuum all upholstered furniture and floor surfaces; wipe clean
all vinyl furniture

Dust all window blinds (where applicable)

Dust all door trim, baseboards, doors, air vents and ceiling
ventilation grilles within 72” from the floor

Clean and sanitize, polish water fountains and all door handles

Clean, sanitize, and wipe all appliances on the outside with
disinfectant wipes (including microwave ovens, toaster ovens
and ice/water dispensers) to remove debris, food, spillages
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PARKS

Re-stock all restrooms with supplies from stock, including paper
towels, toilet paper and hand soap

Clean and polish all mirrors, glass, dispensers, faucets

Clean, remove string, gum, grease, hair, stains and sanitize all
toilets, toilet seats, urinals and sinks with a disinfectant cleaner

Clean and sanitize all splash marks, marks from walls, light
switches, vanities and mirrors

Mop all restroom floors with a disinfectant germicidal solution,
after sweeping clean

Empty all waste and napkin receptacles, and sanitize
receptacles as necessary

Remove trash and replace liners

High dust including moldings, door frames, ceiling ventilation
grilles and vents

Clean, disinfect and power scrub all tile floors

Dust all horizontal surfaces

Remove trash from restrooms and place in containers outside
the Facility
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Town of Culpeper Facilities, Active Space for Contract Cleaning Services

Facility Name:

Town Municipal Building

The Depot

W.T. Beales Jr. Operations Center
Public Works Shop

Light & Power Department
Rockwater Park

Yowell Meadow Park

Estimated Interior Average Daily

Area (sf): Population:
19204 125
2500 100
3600 50
2500 100
2000 50
500 100
500 100
| 30804 |

Notes:

excludes storage and restricted areas at rear of building
excludes Museum exhibit and office space

excludes motor pool and wash rack
excludes work bay and stores

Estimated Interior Area (sf)

500; 2%
2,000 ; 6%

2,500; 8%

3,600;12% -

2,500;8%

N\ | 500;2%

= Town Municipal Building

= The Depot

= W.T. Beales Jr. Operations
Center

m Public Works Shop

u Light & Power Department

= Rockwater Park

= Yowell Meadow Park



Exhibit 1
Town of Culpeper Quality Control Checklist

Checklist of Work Performed

#£1 [DAILY (Per Scheduled Visit) Initials T"gzlgse
| A |Dust and damp mop floors. [ [ |
B Damp mop hard surface floors to remove spillage from soiled
areas.
\ C ||Clean counters, door and partitions. H H \
| D |Empty trash cans. [ [ |
| E_|Clean and disinfect drinking fountain. [ [ |
F ||Clean and sanitize bathroom sinks, toilets and fixtures,
counters and any dispenser exterior.
| G |Refill all dispensers: soap, towels, toilet paper, etc. [ [ |
\ H ||Clean and sanitize kitchen counter, cabinet and sinks. H H \
I Clean and sanitize exterior of kitchen refrigerator, microwave
and light fixtures.
\ J ||Vacuum carpeted floors. H H \
| K |Sweep stairs and landings. [ [ |
| L |Spot clean walls. [ [ |
#2 |WEEKLY Initials T“g;‘lgse

A Damp mop all hard surface floors, taking care to get into
corners, along edges.
\ B HDamp wipe and clean all railings for stairs. H H \
\ C HDamp mop all stair treads and landings. H H \
D Scrub floors, tile walls and partitions in rest rooms and shower
facilities.
\ E HCIean and sanitize shower facilities. H H \
\ F HDust ledges and partitions. H H \
| G ||Dust conference room. [ [ |
| H  |IClean cobwebs from all walls and corners. [ [ |
\ J HVacuum carpet. H H \
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#3 [“AS NEEDED” QUARTERLY

Initials

Town Use

Only
\ A HCompIete all high dusting not reached during normal cIeaning.H H
\ B HCIean and dust blinds. H H
C Shampoo/extract carpet taking care to get into corners and
along edges.
D Top scrub or machine scrub, rinse, and apply finish to
composition floor covering in areas that show excessive wear.
E Descale fixtures to remove deposits, staining and rust in
restroom and shower areas.
F HCIean interior windows, blinds and sills H H
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