STATEMENT OF WORK

Cleaning Family Cabins
Black Moshannon State Park
Centre County


I. SCOPE OF WORK:

The Department of Conservation and Natural Resources, Bureau of State Parks, Black Moshannon State Park, requires janitorial services to clean six (6) modern cabins, on an as-needed basis.

II. CONTRACT TASKS:

Janitorial services are for family cabins within the park.  There are five (5) 2-bedroom units, and one (1) 3-bedroom unit.

The contractor is to furnish all cleaning supplies and equipment.  The Park Manager must approve cleaning supplies prior to use.  The Park Manager may require manufacturer’s specifications and a sample.

Cleaning shall be done between 10:00am and 3:00pm on the days needed.  Contractor must clean cabins on days that cabin rental patterns require.  This could be any day of the week (it is often Mondays and Fridays), except summer when all cleanings are Fridays.  Park Office staff will schedule cleanings to minimize the total trips to the park by contractor when possible

The service shall include the following:
· SUMMER RENTALS- Cleaning once a week, on Friday, from the second Friday in June until the 3rd Friday in August.
· SPRING, FALL AND WINTER RENTALS- Cleaning one to seven times a week, from the 3rd Friday in August to the 2nd Friday in June.   The dates of the cleanings will be determined by the reservations customers make, and often require multiple visits in one week.

       The following tasks shall be completed in performance of this contract.

Weekly/Semi-Weekly Cleaning:

1. Empty and clean all trash receptacles.  Place trash in a container located in cabin colony area.  Park will supply trash can liners.
2. Vacuum all carpets, including behind and under furniture; spot clean carpets as necessary.
3. Sweep and wet mop kitchen and bathroom floors and entranceway using a cleaner & disinfectant.
4. Clean and sanitize bathrooms. Disinfect and clean showers, walls and shower curtains.  Clean and sanitize commodes.  Replace toilet paper on holder (stack any extra above the water heater on the shelf provided).  Toilet paper is provided by the Park.  Clean all chrome and mirrors.  Clean and sanitize sink.  Vacuum the ceiling fan as needed.
5. Clean kitchens.  Disinfect and clean stoves, splashguards, countertops, refrigerators (inside & outside), and sinks.  Spray clean and wipe out the oven as needed (do not use oven cleaning mode on oven unless consulting with Park.)  Follow the owner’s manual for cleaning ceramic cooktops.  Check all furniture, cupboard doors, shelves and drawers; clean and disinfect as needed.  Check walls and clean as needed.
6. Replace bulbs in fixtures, as needed.  Bulbs will be provided by the Park.  The Park is responsible for replacing bulbs higher than eight feet.  Notify the Park of any necessary replacements.
7. Dust all furniture, ledges and window frames.  Dust (wet wipe, as appropriate) windowsills, doorways, bureau drawers, heaters and lights, etc., as needed.  Remove cobwebs and insect debris.
8. Wipe clean and disinfect all mattresses.  Rotate mattresses monthly.
9. Sweep porch.  Remove any cobwebs from porch and building exterior.  Pick up litter within thirty feet of cabin exterior.
10. Test smoke/fire alarms, report any malfunctions to Park Office.
11. Remove marks and dirt from walls, ceilings, windows, screens and fixtures as needed.
12. Empty ashes and clean glass in wood stove in cabin #20 only.
13. Notify Park Office of any vandalism, breakage, repairs required, etc. before leaving the park.

Semi-Annual Cleaning:  (This is to be done during low-use periods.  Coordinate times with the Park Office.)

2-bedroom cabins – 5 cabins at 2 cleanings per year = 10 semi-annual cleanings
3-bedroom cabins – 1 cabin at 2 cleanings per year = 2 semi-annual cleanings

1. Thoroughly perform all weekly/semi-weekly cleaning requirements.  Include and areas missed during the “weekly” cleanings, such as behind and under refrigerator/oven, chair rungs, door handles, baseboards, etc.
2. Wash all windows inside and outside.  Clean all screens.
3. Vacuum furniture.  Clean upholstery fabric with spray cleaner.  Polish wood parts of furniture.
4. Clean and scrub all walls and ceilings with a cleanser specific for the surface.
5. Remove and clean inside of ceiling light globes, replace as needed.
6. Wipe clean, sanitize and polish inside and outside of all kitchen cabinets. 
7. Shampoo rugs using an extraction method or a method proposed by contractor and approved by the Park manager. 
8. Vacuum electric heating fixtures.  This service is to be performed in the Fall, prior to the heating season.

III. CONTRACTOR REFERENCES:

After the bid opening and prior to awarding the contract, the Department has the right to request references (name, address and phone number) of similar work performed in the previous two (2) years as proof of qualifications to perform the work involved in this contract. 

IV.  SITE INSPECTION:

An optional site inspection can be arranged prior to the bid opening.  Bidders may contact Jessica Lavelua at 814-342-5960 to arrange to inspect the premises and review the work to be done prior to submitting a bid.


V. CONTRACT REQUIREMENTS:

Invoice format shall be in accordance with the IFB-Invitation for Bids.

VI. CONTRACT TERM:

The contract shall commence upon execution and receipt of purchase order and Notice to Proceed or February 1, 2015, whichever is later, and terminates January 31, 2017.    Further, the parties may agree to renew this contract for one (1) additional consecutive two (2) year term, with the final termination date of January 31, 2019, upon the same terms and conditions set forth in the contract.  Upon renewal, the Department, based on past contractor performance, may negotiate an increase in the unit prices by a rate not to exceed 3%.  The contractor shall provide written notification to the Department no later than October 31, of the year the contract is to be renewed, if they wish to renew and if such increases are requested.

VII. BID AWARD:

The bidder shall complete the electronic Invitation for Bid to be found at www.pasupplierportal.state.pa.us.

Bid will be awarded based on a total sum.  In the event of a discrepancy between the unit price and extension of figures, the unit price will prevail.

The Department will only accept out to two (2) decimal points when entering your “Unit Price” figures on the IFB- Invitation for Bids sheet.

The contract quantities herein are estimated only and may increase or decrease depending on the needs of the Department.  The contractor shall be paid at the unit price bid for actual work performed.

VIII. PAYMENT TERMS:

Payment shall be made on a reimbursement basis for actual service performed.  Invoices may be submitted monthly.  Payment may take up to six weeks from receipt of invoice.

IX. INVOICES:

All invoices for this contract MUST be sent to the following address:

	Commonwealth of Pennsylvania 
	PO Invoice - P.O. Box 69180 
Harrisburg, PA 17106

	All invoices MUST have the Purchase Order Number, as well as your SAP Vendor Number on the 	invoice.  Failure to provide this could result in delay of your payment.
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X. SERVICE SLIPS:

To ensure payment, the contractor MUST provide a service slip to the Park Office.  Failure by the Contractor to provide the required service slips may delay payment of any invoices.

XI. RECEIPT AND OPENING OF BIDS:

			Bidders shall complete the electronic Invitation for Bid form to be found at 							www.pasupplierportal.state.pa.us .  Faxed or mailed bids will not be accepted.  No responsibility 				will be attached to any employee of the Department for the premature opening of, or the failure 				to open, a bid for any reason whatsoever. 


XII. BID RESULTS:

Bidders can obtain bid results by accessing www.emarketplace.state.pa.us.  Bid results will be posted within three (3) working days  following the bid opening.  The results showing will be apparent bidders and all bids are under review until final award of the contract.
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