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UPPER OFFICE AREA – INCLUDES MAIN OFFICES ON DEWART STREET AND NEW ASSISTANT MANAGERS OFFICE LOCATED AT THE REAR OF THE UPPER GARAGE.
EVERY MONDAY, TUESDAY, THURSDAY AND FRIDAY:

Empty all wastebaskets in upper garage office area and restrooms

Empty all wastebaskets in lower garage offices, store room, training room, and restrooms

Empty all trash containers in upper garage, lower garage and breakrooms.
Empty all recyclable paper baskets in all offices

Vacuum carpet in main office and County Manager’s office

Vacuum floor mats in foyer, storeroom, training room, and hallway

Clean all toilets, urinals and sinks in upper office, and lower garage as needed

Replace paper towels and other toiletries in all restrooms as needed

Clean mirrors in restrooms

Clean drinking fountain in lunchroom
EVERY TUESDAY AND FRIDAY:

Sweep stairs located in upper garage to lower garage

Dry and wet mop tile floors in upper office area and lower office area, including hallways.
Dry and wet mop floors in all restrooms

Dry and wet mop floors in storeroom

Dry and wet mop floor in lunch room and breakrooms
· Plastic floor mats in tiled floor offices must be cleaned with soapy water on both sides.  Plastic floor mats must be dry before returning to original spot.

· Please dry and wet mop in the corners of all offices and behind doors.

· Please avoid getting the phone jacks wet while mopping or polishing floors

FIRST AND THIRD FRIDAY OF MONTH:

Dry and wet mop training room floor, dust windowsills, clean counter top and tables 
EVERY MONDAY

Dust windowsills in all offices

Dust all radiators

Dust all files cabinets

Wipe clean all wooden chairs and door jams in upper offices

*When dusting be sure to pick things up and dust under, not just around.

Dusting with a treated cloth includes all areas which can be easily reached while standing on the floor (tops of file cabinets, table legs, chair legs, tops of door frames, moldings, radiator sills and covers, coat racks and book cases).
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EVERY THURSDAY:

Clean all doors (upper and lower areas) including: upper office doors, upper garage doors, lower garage office, storeroom, training room, lower garage and entrance door

Shine brass door fixtures and kick plates in upper office area
SECOND MONDAY OF THE MONTH:

Glass cleaning on main entrance doors, all doors in upper office, lower garage office doors, storeroom doors, training room doors and lower garage entrance doors, should be washed inside and outside.

THIRD MONDAY OF THE MONTH OF MAY AND OCTOBER:

Windows in upper offices, ladies restroom, storeroom, equipment managers offices and training room will be washed from the inside and outside, including the entire window frame

THIRD MONDAY OF SEPTEMBER:

Lighting fixtures will be cleaned and will consist of lens dusting and inside cleaning

COMPUTERS WILL BE CLEANED BY DEPARTMENT PERSONNEL

Trash removal to be placed in dumpster located outside of lower garage (east side of building)

Starting time for cleaning is 4:00 PM or after.  Report forms and log books will be located in the top left drawer of the Radio Operator’s desk

The following supplies will be kept in the Upper Garage Restroom Supply Closet or Upper Office Closet:



Broom


Dust Pan


Mop/Bucket



Dust Rags


Window Cleaner

Floor Cleaner



Toilet Bowl Cleaner
Furniture Polish

Detergent Soap



Toilet Paper


Paper Towels

Trash Bags (large & small)



Deodorizer Pallets

USE OF COMMONWEALTH UTILITIES:  The contractor will be permitted to utilize the Commonwealth’s water and electricity within reasonable limits, without charge.

INSPECTION AND QUALITY RATINGS:

In Addition to spot checking the contractor’s work, on site inspections will be held by the RPC, clerical supervisor and contractor, if possible.  At this time, janitorial services will be checked and evaluated to ensure work is being performed in accordance with specifications.

Mopping or sweeping deficiencies that are reported to the vendor and not corrected during the next scheduled work day, will result in a $10 deduction from the billing month’s total invoice.

Dusting or sweeping deficiencies that are reported to the vendor and not corrected during the next scheduled work day, will result in a $5 deduction from the month’s total invoice.

The vendor will have the opportunity to inspect and respond to all noted deficiencies.
PAGE 2 of 2

