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Department of Administrative Services - 4200 Surface Rd. 
 
GENERAL REQUIREMENTS/ EXPECTATIONS 

 
1 . The Department of Administrative Services (DAS) shall provide the vendor with office space, hot and 

cold running water, electric and trash removal services at no cost to adequately perform the scope of 
work. 

2 . DAS shall provide all paper products, hand soap and trash liners. 
3 . The Facility Manager or his/her designee will be responsible for ensuring vendor is complying with 

the specifications listed and serve as the liaison between the vendor and DAS. 
4 . Custodial Services shall be provided five (5) days per week, Monday through Friday with the 

exception of all holidays recognized by the State of Ohio. Custodial Services shall be provided 
between the hours of 4:00pm -12:30am, But not necessarily for that entire period. Hours and 
schedules may vary per facility. (See additional facility cleaning schedule) 

5 . Vendor shall supply all labor and supervision to perform custodial services. {See additional 
facility cleaning specifications) 

6 . Vendor shall supply all cleaning supplies, cleaning chemicals and equipment necessary to meet 
these specifications. 

7 . Vendor shall provide, at their expense, all required training for their employees performing 
Custodial Services. 

8 . Vendor shall provide all related safety training and personal protective equipment required to 
complete assignments. Vendor shall further ensure that safety principles and practices are 
observed. 

9 . Vendor shall be required to attend a pre-performance meeting held before the onset of services to 
cover items such as who to notify in case of fire, DAS/GSD/OPF policies and procedures such as 
keys, security, phone use, etc. at the beginning of new contract term. 

10 . Vendor shall submit a weekly report that illustrates major events, any observed building repairs 
necessary and shortfalls. 

11 . Vendor shall ensure that assigned custodial office space and all custodial closets are neat and 
orderly at  all times. 

12 . All items and specifications listed in this document are the minimum acceptable standard and 
should not limit any higher standard, practice or production level any vendor might provide. 

13 . Vendor shall retrieve ID badges provided to contract custodial workers at the end of each night and 
turn them in to Security. 

14 . Vendor shall receive and perform work  orders. 
15 . Vendor shall not use the mops that are used to  clean restrooms in any other areas. 
16 . Vendor shall maintain contracted staffing levels or cost credit for reduced staffing levels. 

Quarterly reconciliation reports required if applicable. 
17 . Vendor shall submit a quarterly chemical report to the Facility Manager. 
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GENERAL  SPECIFICATIONS 
 
 

RESTROOMS 

All restrooms must look, smell and be clean. Dispensers are to be full, fixtures cleaned and bright, 
partitions dust free, countertops soil free and the floors litter free, spot free and dry. 

 
DAILY  1. Empty trash containers and replace liners. 

2. Clean and disinfect all sinks and countertops. 
3. Clean and disinfect all toilets and urinals. 
4. Clean all mirrors. 
5. Empty sanitary napkin receptacle  in female restrooms. 
6. Clean, disinfect and polish all stainless steel fixtures. 
7. Refill paper product dispensers (paper towels, toilet paper and toilet seat covers}. 
8. Refill soap dispensers. 
9. Sweep, mop and disinfect all restroom floors (custodia l staff shall not use the same 

mop  used to clean restroom floors that is used to clean all other floors). 
10. Clean and disinfect all doors. 

 
WEEKLY 

 
1.    Clean and disinfect all partitions. 

 
MONTHLY 

 
1.    Clean all walls. 

 

Bl - MONTHLY 

1.    Scrub all floors. 
 

ANNUAL 
 

1. Reseal all vinyl floors as needed if applicable. 
 
 

OFFICE SPACE AND CUBICLES 
 

All offices, office space, cubicles and walk paths must be clean, dust free, floor litter free and empty all 
trash containers as specified. 

 
DAILY 

 
1 . Vacuum common areas, hallways and walkways. 

2 . Empty all  wastebaskets, waste receptacles and replace liners in offices and cubicles on  
Monday  and Wednesday  and Friday. 

 
 



Page 3 of 7 
 

WEEKLY 
 

1 . Vacuum offices and cubicles, edges and under desks. 
2 . Dust high/ low areas. 

3 . Spot clean carpet as needed. 
 
 
 

KITCHENETTES/LUNCHROOMS/DINING   AREAS 
 

All Kitchenettes, Lunchrooms and Cafeterias must look, smell and be clean. Dispensers are to be full; 
countertops, tables and chairs soil  free, floor litter free, spot free and dry. 

 
DAILY 

 
1. Empty trash container s and replace liners. 
2. Clean and disinfect all sinks, counters, tables and chairs. 
3. Clean and disinfect  exterior  of  refrigerators, microwaves and vending  machines. 
4. Refill paper towels 
5. Refill soap dispensers. 
6. Sweep, mop and disinfect all floors 
7. Vacuum carpeting. 
8. Clean and disinfect al l drinking fountains. 

 
WEEKLY 

 
1. Mop  and buff floor as needed. 

 
ANNUAL 

 
1.    Strip and refinish floors. 

 

LOBBY/ENTRANCEWAYS 
 

This area must be clean and bright. Dirt brought into the building by walk in traffic, Must be cleaned 
daily. Mats on the outside as well as the inside vacuumed frequently. 

DAILY 
 

1 . Empty trash containers and replace liners. 
2 . Spot clean entrance doors and glass. 

3 .   Clean and disinfect all counters. 

4. Dust mop, sweep and mop floors. 
5. Remove  scuff marks as needed. 
6. Walk-off mat s must be vacuumed. 
7. Remove gum spots. 



Page 4 of 7 

 

 

WEEKLY 

1. Mop and buff floors or as needed. 
2. Dust all furniture, fixtures and pictures. 

 
MONTHLY 

 
1.   Wash all trash containers in all public/ common areas. 

 
ANNUAL 

 
1.  Strip and refinish floors. 

 
 

CONFERENCE ROOMS/TRAINING ROOMS 
 

WEEKLY 
 

1. Empty trash container and replace liners (odd floors on Monday, Wednesday, even 
floors on Tuesday and Thursday and All floors on Friday). 

2. Vacuum conference rooms and training room floors. 
3. Dust high/ low areas. 

4. Vacuum edges and under tables. 
 
 

JANITORIAL CLOSETS 
 

WEEKLY 
 

1. Sweep, mop and clean sink. 
 

LOADING DOCK 
 
WEEKLY 
 

1.    Sweep and mop. 
 

 
 MISCELLANEOUS 
 
 

Department of Administrative Services- 4200 Surface Rd. - Additional Cleaning Requirements 

Hour Requirements 

Custodial Services Hours -  4:00pm 11:00pm 
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FITNESS CENTER/LOCKER  ROOMS 
 

DAILY 
 

1. Empty trash containers and replace liners. 

2. Empty sanitary napkin receptacles in female restrooms . 
3. Clean disinfect shower stalls, partitions, walls, seats and doors. 
4. Clean and disinfect all toilets and urinals. 
5. Clean sanit ize benches and chairs. 
6. Sweep, mop and disinfect floors, including dressing areas (custodial staff shall not 

use the same mop used to clean restroom floors that is used to clean all other floors). 
7. Vacuum carpet. 
8. Spot clean all mirrors. 
9. Refill paper product dispensers (paper towels, toilet paper and toilet seat covers). 
10. Refill soap dispensers. 

 
 

WEEKLY 
 

1.    Dust high/ low areas weekly. 
 

MONTHLY 
 

1.   Clean and disinfect all exercise equipment. 
 
 
 

WAREHOUSE 
 

DAILY 
 

1 . Empty all trash containers and replace liners. 
2 . Vacuum all mats. 
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