
 

CITY OF NOVI CITY COUNCIL 

JANUARY 23, 2023 

 

SUBJECT: Consideration of approval to award the Janitorial Services contract to RNA 

Facilities Management in the amount of $182,743.64 for a one (1) year contract 

with the option of two (2) one-year renewals. 

SUBMITTING DEPARTMENT: Integrated Solutions, Facilities Management 

 

EXPENDITURE REQUIRED $ 182,743.64 

 

AMOUNT BUDGETED $ 164,500  CH, CC, PS, & DPW  

$     2,100  Township Hall 

$   10,200  Lakeshore Park 

$   16,000  Gun Range 

$ 192,800 

 

APPROPRIATION REQUIRED $0 

 

LINE ITEM NUMBER 101-265.00-814.200  CH, CC, PS, & DPW 

101-265.00-840.400  Township Hall 

101-265.10-814.200  Lakeshore Park 

101-301.00-920.301  Gun Range 

 

 

BACKGROUND INFORMATION: The City of Novi contracts janitorial services for nearly all 

the buildings in its portfolio;  

 

 Civic Center (City Hall and the Community Center),  

 Public Safety Building,  

 Firing Range,  

 Department of Public Works,  

 Township Hall, and  

 Lakeshore Park Community Building 

 



The City entered into its current contract in 2019 with RNA Facilities Management. 

Their current contract was for one year with two optional one-year renewals. A 

Request for Proposal (RFP) was advertised on the Michigan Intergovernmental Trade 

Network (MITN) website. A mandatory pre-bid meeting/site visit was held on 

November 15, 2022, which eleven firms attended. 

 

  City Hall  $28,600.08 

  Community Center $47,260.08 

  Public Safety  $53,547.60 

  DPW   $25,344.84 

  Firing Range  $15,728.04 

  Township Hall  $2,100.00 

  Lakeshore Park $10,163.00   

 

Three (3) proposals were received and reviewed by a team consisting of members 

from Public Safety, Facilities Management, and DPW. During the evaluation, the 

team reviewed the supplemental questionnaire to the bid package, performed 

walkthroughs of the facilities, spoke with references, and met with company 

representatives of each proposal. Ultimately, the team recommends that RNA 

Facilities Management continues to conduct the janitorial services for the City. RNA 

is also contracted with Washtenaw County, Southfield Police Department, and 

Detroit Public Schools. Therefore, our team believes RNA can carry out the contract 

due to their familiarity and book of business with other municipalities.   

 

 

RECOMMENDED ACTION: Approval to award the Janitorial Services contract to RNA 

Facilities Management in the amount of $182,743.64 for a one (1) year contract with 

the option for two (2) one-year renewals. 

 



CONTRACT FOR JANITORIAL SERVICES 

THIS CONTRACT FOR SERVICES AND MATERIALS (“Contract”), shall be considered as made 
and entered into as of the date of the last signature (“Effective Date”), and is between the 
City of Novi, a Michigan municipal corporation, whose address is 45175 Ten Mile, 
Novi, Michigan 48375, (hereinafter referred to as “Client”), and RNA Facilities 
Management, whose address is 4103 Varsity Drive Suite A Ann Arbor, MI.  48108, 
(hereinafter referred to as “Contractor”). 
THE CLIENT AND CONTRACTOR AGREE AS FOLLOWS: 

Article I. Statement and Performance of Work. 

For payment by the Client as provided under this Contract, Contractor shall provide the 
materials and perform the services described on and in Schedule A (the "Work"), which is 
attached hereto and made a part of this Contract by this reference, in a competent, 
accurate, efficient, timely, good, professional, thorough, complete and responsible 
manner, and in compliance with the terms and conditions set forth below.   

Article II. Timing of Performance. 

Performance of this Contract shall commence on January 30, 2023 and end 
on January 30, 2024.  Upon mutual consent of the Client and the Contractor, the 
contract may be renewed two (2) additional years in one (1) year increments. 

Article III. Contract Price and Payment. 

Subject to the terms and conditions of this Contract, the Client agrees to pay Contractor 
an amount services and materials as specifically set forth in the completed Proposal 
attached which is part of the attached Schedule A.  Such payments are in exchange for 
and consideration of the timely and satisfactory performance and completion of the work 
required under and pursuant to this Contract.  The Client agrees to pay Contractor 
amounts due within thirty (30) days of receipt of an itemized billing/invoice from Contractor 
detailing all materials provided and work performed in connection with the billing and the 
hours and charges applicable to each such item.  Such itemized billings shall be submitted 
and shall be paid only upon satisfactory completion of the work itemized in the billing. 

All costs and expenses incurred by Contractor under this Contract are deemed to be 
included in the amounts set forth in Schedule A.   Contractor will obtain written approval of 
the Client prior to proceeding with any work that is not stated on Schedule A; otherwise, 
the Client will not be billed for such extra/additional work. 

Payments shall be made upon verification of invoices received by the Client. All payments 
to Contractor shall be submitted by mail at Contractor's address first listed above, unless 
Contractor provides written notice of a change in the address to which such payments are 
to be sent. 
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Article IV: Termination. 

A. 1. For cause:  In the event that either party shall breach the terms and conditions of
this Contract, the aggrieved party may notify the other party, in writing via certified
mail, of such breach and demand that the same be remedied within ten (10) days.  If
the defaulting party fails to remedy the breach as demanded, the aggrieved party
shall then have the right to terminate by giving the defaulting party thirty (30) days
written notice.  In addition, if at any time a voluntary petition in bankruptcy shall be filed
against either party and shall not be dismissed within thirty (30) days, or if either party
shall take advantage of any insolvency law, or if a receiver or trustee of any of a party’s
property shall be appointed and such appointments shall not be vacated within thirty
(30) days, the other party shall have the right, in addition to any other rights of
whatsoever nature that it may have at law or in equity, to terminate by giving thirty (30)
days’ notice in writing of such termination.

2. For convenience:  The Client may terminate the agreement, in whole or in part,
without showing cause upon giving thirty (30) days written notice to the Contractor.
The Client shall pay all reasonable costs incurred by the Contractor up to the date of
notice of termination.  The Contractor will not be reimbursed for any anticipatory profits
that have not been earned up to the date of notice of termination.

B. In the event this Contract is terminated before completion, the Client shall not be
responsible to make any further payments for work performed after the effective date
of such termination, and shall pay Contractor for such materials as have been
delivered and for such work as has been completed and is eligible for payment under
the terms of this Contract through the date of such termination.  In all events, the Client
shall only be responsible to make the payments described in the preceding sentence if,
at the Client’s request, Contractor continues to fully perform its duties and obligations in
full compliance with the terms of this Contract through the effective date of the
termination.

Article V: Independent Contractor Relationship. 

A. In the performance of this Contract, the relationship of Contractor to the Client shall be
that of an independent contractor and not that of an employee or agent of Client.
Contractor is and shall perform under this Contract as an independent contractor, and
no liability or responsibility with respect to benefits of any kind, including without
limitation, medical benefits, worker’s compensation, pension rights, or other rights or
liabilities arising out of or related to a contract for hire or employer/employee
relationship shall arise or accrue to either party as a result of the performance of this
Contract.

Contractor, as an independent contractor, is not authorized to enter into or sign any
agreements on behalf of the Client or to make any representations to third parties that
are binding upon the Client.

B. Contractor represents that it will dedicate sufficient resources and provide all necessary
personnel required to perform the work described in Schedule A in accordance with
the terms and conditions of this Contract. Except as may be specifically stated and
agreed to in Schedule A, Contractor shall perform all of the work under this Contract
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and no other person or entity shall be assigned or sub-contracted to perform the work, 
or any part thereof, unless approved by the Client in advance. 

Article VI: Liability and Insurance. 

A. Contractor agrees to indemnify and hold harmless the Client, its elected and
appointed officials and employees, from and against any and all claims, demands,
suits, losses and settlements, including actual attorney fees incurred and all costs
connected therewith, for any damages which may be asserted, claimed or recovered
against the Client by reason of (i)  personal injury, death and/or property damages
which arises out of or is in any way connected or associated with the actions or
inactions of Contractor in performing or failing to perform the work; or (ii)  civil damages
which arise out of any dispute between Contractor and its subcontractors, affiliates,
employees or other private third parties in connection with this Contract.  Contractor
specifically agrees that it is Contractor’s responsibility, and not the responsibility of the
Client, to safeguard the property and materials used in performing this Contract.
Contractor agrees to hold the City harmless from any loss of or damage to such
property and materials used in connection with Contractor’s performance of this
Contract.

B. Contractor shall provide evidence of adequate insurance coverage in the types and
amounts set forth on Schedule A, which is attached hereto and incorporated herein by
this reference. Such insurance shall be maintained at the specified level of coverage
throughout the term of this Contract, including any extension of such term, and will
cover all work, acts and omissions by and on behalf of Contractor in connection with
this Contract, with the Client as named additional insureds, but with such coverage
being primary and non-contributory as described in the attached Schedule A.

Article VII: Information. 

It is expressly acknowledged and agreed that all reports, opinions, compilations, research 
work, studies, data, materials, artifacts, samples, documents, plans, drawings, 
specifications, correspondence, ledgers, permits, manuals, applications, contracts, 
accountings, schedules, maps, logs, invoices, billings, photographs, videotapes and all 
other materials generated by and/or coming into the possession of Contractor during the 
term of this Contract, and any extension thereof, that in any way relate to the 
performance of work by Contractor under this Contract or that are otherwise related or 
relevant to the work, belong exclusively to the Client and shall be promptly delivered to the 
Client upon the termination of this Contract or, at any time, upon the Client's request. 

Article VIII: General Provisions. 

A. Entire Agreement.  This instrument, together with the attached Schedules, contains the
entire Contract between the Client and Contractor.  No verbal agreement,
conversation, or representation by or between any officer, agent, or employee of the
parties hereto, either before or after the execution of this Contract, shall affect or
modify any of the terms or obligations herein contained.

B. Compliance with Laws.  This Contract and all of Contractor’s work and practices shall
be subject to all applicable state, federal and local laws, ordinances, rules or
regulations, including without limitation, those which apply because Client is a public
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governmental agency or body.  Contractor represents that it is in compliance with all 
such laws and eligible and qualified to enter into this Contract. 

C. Governing Law.  This Contract shall be governed by the laws of the State of Michigan.

D. Assignment.  Contractor shall not assign this Contract or any part thereof without the
written consent of the Client.  This Contract shall be binding on the parties, their
successors, assigns and legal representatives.

E. Third Parties.  It is the intention of the parties hereto that this Agreement is not made for
the benefit of any private third party.  It is acknowledged that Client may receive a
portion of the funding for the payments under this Contract from one or more private
sources, and it is understood by Contractor that it is hired by Client to work exclusively
for Client (and by extension for the Township should the work be accepted and
implemented by the Township) and Contractor agrees that no private party or parties
will be allowed to hold sway or influence, in any way, over Contractor’s performance of
the work.

F. Notices.  Written notices under this Contract shall be given to the parties at their
addresses contained in this Contract by personal or registered mail delivery to the
attention of the following persons:

Client:  City Manager Peter E. Auger and City Clerk Cortney Hanson 
Contractor:  

G. Changes.  Any changes in the provisions of this Contract must be in writing and signed
by the Client and Contractor.

H. Waivers.  No waiver of any term or condition of this Contract shall be binding and
effective unless in writing and signed by all parties, with any such waiver being limited
to that circumstance only and not applicable to subsequent actions or events.

I. Jurisdiction and Venue of Contract.  This Contract shall be considered for all purposes,
including the establishment of jurisdiction and venue in any court action between the
parties, as having been entered into and consummated in the City of Novi, Oakland
County, Michigan.

J. Conflict.  In the event of any conflict or inconsistency between the above provisions of
this Contract and either or both of the attached Schedules, the provisions in the above
text shall govern.

K. Anti-Discrimination. The Contractor shall not discriminate against any employee, or
applicant for employment because of religion, race, color, national origin, age, sex,
height, weight, handicap, ancestry, place of birth, sexual preference or marital status.
The Contractor further covenants that it will comply with the Civil Rights Act of 1973, as
amended; and the Michigan Civil Rights Act of 1976 (78. Stat. 252 and 1976 PA 453)
and will require a similar covenant on the part of any consultant or subcontractor
employed in the performance of this contract.
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IN WITNESS WHEREOF, the Client and the Contractor have executed this Contract in 
Oakland County, Michigan, as of the date first listed above. 

WITNESS AND DATES  CITY OF NOVI 
OF SIGNATURES: 

_______________________________  _________________________________ 
By:  Robert J. Gatt 

Date:  __________________________  Its:  Mayor 

_______________________________  _________________________________ 
By:  Cortney Hanson 

Date:  __________________________  Its:  Clerk 

WITNESS AND DATES CONTRACTOR 
OF SIGNATURES:  

_______________________________ _________________________________
By:   
Its:    

Date:  __________________________  

SCHEDULE A will be attached to and become part of the contract.   Schedule A 
consists of the contractor’s proposal and the RFP documents. 
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NOTICE - CITY OF NOVI 

REQUEST FOR PROPOSALS 

JANITORIAL SERVICES 

The City of Novi will receive sealed proposals for Janitorial Services according to the 
specifications of the City of Novi. 

A mandatory pre-proposal meeting and walk-through of all facilities will be held Tuesday, 
November 15, 2022 promptly at 10:00 a.m. beginning at the Novi Civic Center, 45175 Ten 
Mile Rd., Novi, MI 48375-3024. 

Sealed proposals, with fee proposals in a separate sealed envelope, will be received until 
2:00 P.M. prevailing Eastern Time, Wednesday, November 30, 2022.  Fee proposals will not 
be opened at this time.   

All proposals shall be addressed as follows and delivered to: 

CITY OF NOVI 
FINANCE DEPARTMENT – SECOND FLOOR 

45175 Ten Mile Rd. 
Novi, MI  48375-3024 

OUTSIDE OF MAILING ENVELOPE/PACKAGE MUST BE PLAINLY MARKED “JANITORIAL 
SERVICES RFP” AND MUST BEAR THE NAME OF THE PROPOSER. 

The City reserves the right to accept any or all alternative proposals and award a contract 
to other than the lowest proposer, to waive any irregularities or informalities or both; to 
reject any or all proposals; to subdivide the award, and in general to make the award of 
the contract in any manner deemed by the City, in its sole discretion, to be in the best 
interest of the City of Novi.  

Tracey Marzonie 
Purchasing 

Notice Dated:  October 28, 2022 

NOTICE TO PROPOSERS: 
The City of Novi officially distributes RFP documents through the Michigan Intergovernmental Trade 
Network (MITN). Copies of RFP documents obtained from any other source are not considered 
official copies.  The City of Novi cannot guarantee the accuracy of any information not obtained 
from the MITN website and is not responsible for any errors contained by any information received 
from alternate sources.  Only those contractors who obtain RFP documents from the MITN system are 
guaranteed access to receive addendum information, if such information is issued. If you obtained 
this document from a source other than the source indicated, it is recommended that you register 
on the MITN site, www.mitn.info  and obtain an official copy.  
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CITY OF NOVI  

JANITORIAL SERVICES 

INSTRUCTIONS TO PROPOSERS 

This RFP is issued by the Purchasing Office of the City of Novi. 

IMPORTANT DATES 

RFP Issue Date                  October 28, 2022 

Mandatory Pre-proposal 
Meeting/Walk Through  Tuesday, November 15, 2022, promptly at 10:00 a.m. 

City of Novi 
45175 Ten Mile Road 
Novi, MI  48375 

Last Date for Questions Tuesday, November 22, 2022  by 12:00 p.m. 
Please submit all questions via email to:  
Tracey Marzonie, Purchasing Accountant 
tmarzonie@cityofnovi.org 

Response Due Date Thursday, November 30, 2022 by 2:00 p.m. 

MANDATORY PRE-PROPOSAL MEETING/WALK-THROUGHS 
The mandatory pre-proposal meeting & walk-through begins promptly at the time listed 
above and will be closed thereafter to latecomers.  It is the contractor’s responsibility to 
take traffic, weather, etc. into consideration in order to arrive at the pre-proposal 
meeting/walk-throughs on time.  All proposers MUST participate in the walk through 
inspection tour conducted by City personnel on the date specified above and familiarize 
themselves with any conditions which may affect performance & proposed prices.   The 
walk-through tour will begin immediately following the pre-proposal meeting.   

PROPOSAL SUBMITTALS 
Provide one (1) original proposal, signed in ink.  Original proposal may be clipped but 
should not be stapled or bound.      FEE PROPOSAL FORMS MUST BE SEALED IN A 
SEPARATE ENVELOPE.  DO NOT INCLUDE ANY PRICING OR FEES IN YOUR TECHNICAL 
PROPOSAL.   No other distribution of the proposal will be made by the Contractor. 
Proposal must be signed by an official authorized to bind the Contractor to its 
provisions. 

FAILURE TO SUBMIT PRICING ON THE PROPOSAL FORM PROVIDED BY THE CITY OF NOVI MAY 
CAUSE THE PROPOSAL TO BE CONSIDERED NON-RESPONSIVE AND INELIGIBLE FOR AWARD. 
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YOUR PROPOSAL SHOULD CONSIST OF THE FORMS REQUIRING YOUR COMPLETION (ie 
Proposal Form and Contractor Questionnaire), OTHER DOCUMENTATION WHICH MAY BE 
REQUESTED, AND ANY OTHER INFORMATION YOU WOULD LIKE TO SUBMIT IN ORDER TO 
DOCUMENT YOUR QUALIFICATIONS.   PLEASE DO NOT SUBMIT THE ENTIRE RFP DOCUMENT 
PACKAGE AS PART OF YOUR PROPOSAL.   

CHANGES TO THE RFP/ADDENDUM 
Should any prospective Proposer be in doubt as to the true meaning of any portion of the 
RFP, or should the Proposer find any patent ambiguity, inconsistency, or omission therein, 
the Proposer shall make a written request (via email) for official interpretation or correction. 
 Such request shall be submitted to the staff member indicated above.  The individual 
making the request shall be held responsible for its prompt delivery. 

Such interpretation or correction, as well as any additional RFP provisions that the City may 
decide to include, will be made as an addendum, which will be posted on the MITN 
website at www.mitn.info .  Any addendum issued by the City shall become part of the RFP 
and subsequent contract and shall be taken into account by each proposer in preparing 
its proposal.  Only written addenda are binding.  It is the Proposer’s responsibility to be sure 
they have obtained all addenda.   Receipt of all addenda must be acknowledged on 
proposal form. 

SUBMISSION OF PROPOSAL 
Proposals must be submitted in a sealed envelope.  Outside of mailing envelope must be 
labeled with name of contractor and name of proposal.  Failure to do so may result in a 
premature opening or failure to open such proposal.   

To be considered, sealed proposals must arrive at City Clerk’s Office, on or before the 
specified time and date.  There will be no exceptions to this requirement. Proposal is 
considered received when in the possession of the City Clerk. Contractors mailing 
proposals should allow ample time to ensure the timely delivery of their proposal.  Proposals 
received after the closing date and time will not be accepted or considered.  Faxed, 
emailed, or telephone proposals are not acceptable.  The City of Novi shall not be held 
responsible for lost or misdirected proposals.  The City reserves the right to postpone a 
proposal opening for its own convenience.   

Proposals must be clearly prepared and legible and must be signed by an Authorized 
Representative of the submitting Company on the enclosed form.  Proposals must show 
unit and total prices if requested.  In case of mistakes in price extension, unit pricing shall 
govern.  ANY CHANGES MADE ON PROPOSAL FORMS MUST BE INITIALED OR YOUR 
PROPOSAL MAY BE CONSIDERED NON-RESPONSIVE. 

A proposal may be withdrawn by giving written notice to the Purchasing Manager before 
the stated due date/closing time.   After the stated closing time, the proposal may not be 
withdrawn or canceled for a period of One Hundred and Twenty (120) days from closing 
time. 

Failure to include in the proposal all information requested may be cause for rejection of 
the proposal. 
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Proposers are expected to examine all specifications and instructions.  Failure to do so will 
be at the proposer’s risk. 

No proposal will be accepted from, or contract awarded to any person, firm, or 
corporation that is in arrears or is in default to the City Novi upon any debt or contract, or 
that is in default as surety or otherwise, or failed to perform faithfully any previous contract 
with the City. 

RESPONSIVE PROPOSALS 
All pages and the information requested herein shall be furnished completely in 
compliance with instructions.  The manner and format of submission is essential to permit 
prompt evaluation of all proposals on a fair and uniform basis.  Unit prices shall be 
submitted if space is provided on proposal form.  In cases of mistakes in extension, the unit 
price shall govern. Accordingly, the City reserves the right to declare as non-responsive, 
and reject an incomplete proposal if material information requested is not furnished, or 
where indirect or incomplete answers or information is not provided.  Any exceptions to the 
specifications must be noted on the proposal form.   

EXCEPTIONS 
The City will not accept changes or exceptions to the RFP documents/specifications unless 
Contractor indicates the change or exception in the “Exceptions” section of the proposal 
form.  If Contractor neglects to make the notation on the proposal form but writes it 
somewhere else within the RFP documents and is awarded the contract, the change or 
exception will not be included as part of the contract.  The original terms, conditions and 
specifications of the RFP documents will be applicable during the term of the contract. 

CONTRACT AWARD 
The contract that will be entered into will be that which is most advantageous to the City 
of Novi, prices and other factors considered.   The City reserves the right to accept any or 
all alternative proposals and to award the contract to other than the lowest proposer, 
waive any irregularities or informalities or both, to reject any or all proposals, and in general, 
to make the award of the contract in any manner deemed by the City, in its sole 
discretion, to be in the best interests of the City of Novi. 

After contract award, notification will be posted on the MITN website at www.mitn.info. 

SELECTION PROCESS 
This document is a Request for Proposals.  It differs from an Invitation to Bid in that the City is 
seeking a solution as described herein, and not a bid meeting firm specifications for the 
lowest price.  As such the lowest price will not guarantee an award recommendation.   

Competitive sealed proposals will be evaluated based on criteria formulated around the 
most important features of the service, of which qualifications, experience, references, 
capacity, methodology, references, and previous experience with the contractor may be 
overriding factors, and price may not be determinative in the issuance of a contract or 
award.   

The proposal evaluation criteria should be viewed as standards that measure how well a 
contractor’s approach meet s the desired requirements of the city.  Those criteria that will 
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be used and considered in evaluation for award are set forth in this document. The City will 
thoroughly review all proposals received.  A contract will be awarded to a qualified 
contractor submitting the best proposal.   

The City will thoroughly review all proposals received.  After an initial review of all proposals, 
a select few of the highest scored proposals will receive further consideration at the sole 
discretion of the City.   

Do not assume the City has any knowledge about your organization and the services you 
have to offer, nor should you assume the City will conduct any preliminary research into 
your organization.  It is the proposer’s responsibility to completely and thoroughly 
document their proposal.  

The City of Novi reserves the right to accept any or all alternative proposals and award a 
contract to other than the lowest proposer, to waive any irregularities or informalities or 
both; to reject any or all proposals; to subdivide the award, and in general to make the 
award of the contract in any manner deemed by the City, in its sole discretion, to be in the 
best interest of the City of Nov 

SELECTION CRITERIA 
For proposals that receive further consideration, the successful contractor will be chosen 
on the basis of the apparent greatest benefit to the City, including but not limited to the 
following: 

1. Experience and qualifications
2. Capacity to perform the work
3. References and past performance
4. Methodology/Work plan
5. Cost / Fees for services rendered
6. Possible Site Visit to a building currently being cleaned by Contractor (for short-listed

firms only)
7. Interviews with one or more short-listed firms may be conducted

BID BOND (please include bid bond with technical proposal, not fee proposal) 
A Bid must be accompanied by Bid security made payable to OWNER (City of Novi) in an 
amount of 5% of Bidder’s maximum Bid price.  The required security must be in the form of 
a Bid bond by a surety licensed to conduct business in the State of Michigan and named in 
the current list of “Surety Companies Acceptable on Federal Bonds” as published in the 
Federal Register by the Audit Staff Bureau of Accounts, U.S. Treasury Department or a 
certified or bank cashier’s check made payable to the City of Novi.  Attorneys-in-fact who 
execute the Bid Security or Bid Bond on behalf of the Surety shall affix to the bond a 
certified copy of the power of attorney.  The Bid security of the successful Bidder will be 
retained until the Agreement has been executed and the successful bidder has furnished 
the required Contract security, whereupon Bid Security will be returned.  If Bidder fails to 
execute and deliver the Agreement and furnish the required Contract security within ten 
days of Award, Owner may annul the Award and the Bid security of that Bidder will be 
forfeited.  The Bid Security of any bidder whom owner believes to have a reasonable 
chance of receiving the Award may be retained by the OWNER until the earlier of the 
seven (7) days after the effective date of the Agreement or 90 days after the RFP is due.  
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PERFORMANCE BOND 
A Performance Bond shall be provided by the successful contractor  within five (5) days 
from the date of award in an amount at least equal to 100% of the initial year contract 
price as security for the faithful performance of this contract.   After the initial contract 
year, Contractor shall provide a performance bond for each contract renewal. The value 
of the bond shall be equal to the annual price total of the active buildings. 

Please note that the City of Novi requires some very specific language as indicated in the 
sample bond attached as part of this RFP document.    There will be no exceptions.   If the 
awarded contractor is not able to provide a bond with this exact language, the award will 
be rescinded.   It is in the Contractor’s best interest to make sure they can provide a bond 
with our required language.  The City will not accept a check as performance surety.    
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CITY OF NOVI 

GENERAL CONDITIONS 

INSURANCE 
A certificate of insurance naming the City of Novi as additional insured must be provided 
by the successful proposer prior to commencement of work.  A current certificate of 
insurance meeting the requirements in Attachment A is to be provided to the City and 
remain in force during the entire contract period.   

TAX EXEMPTION 
It is understood that the City of Novi is a governmental unit, and as such, is exempt from 
the payment of all Michigan State Sales and Federal Excise taxes.  Do not include such 
taxes in the proposal prices.  The City will furnish the successful proposer with tax 
exemption certificates when requested.  The City of Novi’s tax exempt number is 38-
6032551.  

DOWN-PAYMENTS OR PRE-PAYMENTS 
Any proposal submitted which requires a down-payment or prepayment prior to 
delivery and full acceptance of the item(s) as being in conformance with specifications 
will not be considered for award.  

CONTRACT TERMINATION 
The City may terminate and/or cancel this contract (or any part thereof) at any time 
during the term, any renewal, or any extension of this contract, upon thirty days (30) 
days written notice to the Contractor, for any reason, including convenience without 
incurring obligation or penalty of any kind.   The effective date for termination or 
cancellation shall be clearly stated in the written notice.   

INVOICING 
Invoices for the City of Novi may be mailed to City of Novi, Attn: Finance Department, 
45175 Ten Mile Road, Novi, MI  48375, or emailed to: invoices@cityofnovi.org. 

TRANSFER OF CONTRACT/SUBCONTRACTING 
The successful proposer will be prohibited from assigning, transferring, converting or 
otherwise disposing of the contract agreement to any other person, company or 
corporation without the expressed written consent of the City of Novi.  Any subcontractor, 
so approved, shall be bound by the terms and conditions of the contract.  The contractor 
shall be fully liable for all acts and omissions of its subcontractor(s) and shall indemnify the 
City of Novi for such acts or omissions. 

CONTRACT RENEWAL 
No contract shall be automatically renewed at the end of any contract term. 
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NO EXCLUSIVE CONTRACT  
Contractor agrees and understands that the contract shall not be construed as an 
exclusive agreement and further agrees that the City may, at any time, secure similar or 
identical products/services at its sole option. 

NON-DISCRIMINATION 
In the hiring of employees for the performance of work described in this ITB and 
subsequent contract, neither the contractor, subcontractor, nor any person acting in 
their behalf shall by reason of religion, race, color, national origin, age, sex, height, 
weight, handicap, ancestry, place of birth, sexual preference or marital status 
discriminate against any person qualified to perform the work required in the execution 
of the contract. 

ACCEPTANCE OF PROPOSAL CONTENT 
Should a contract ensue, the contents of the proposal of the successful Proposer may 
become contractual obligations.  Failure of a contractor to accept these obligations 
may result in cancellation of the award. 

DISCLOSURE 
All documents, specifications, and correspondence submitted to the City of Novi 
become the property of the City of Novi and are subject to disclosure under the 
provisions of Public Act No. 442 of 1976 known as the “Freedom of Information Act”.  
This Act also provides for the complete disclosure of contracts and attachments hereto. 
 This means that any informational material submitted as part of this ITB is available 
without redaction to any individual or organization upon request. 

ECONOMY OF PREPARATION 
Proposals should be prepared simply and economically, providing a straightforward 
and concise description of the proposer’s ability to meet the requirements of the RFP.  
Emphasis should be on completeness and clarity of content.  Included in the response 
must be a point by point response to the Requirements and other sections of the RFP. 

The City of Novi is not liable for any costs incurred by proposer’s prior to issuance of a 
contract. 

MATERIAL SAFETY DATA SHEETS (MSDS) 
All City of Novi purchases require a Material Safety Data Sheet, ("MSDS"), where applicable, 
in compliance with Miosha "Right To Know" law.  The MSDS must include the following 
information: 

1. The chemical name and the common name of the toxic substance.
2. The hazards or other risks in the use of the toxic substance, including:

a) The potential for fire, explosion, corrosivity, and reactivity;
b) The known acute and chronic health effects of risks from exposure, including the

medical conditions which are generally recognized as being aggravated by 
exposure to the toxic substance; and 

c) The primary routes of entry and symptoms of overexposure.
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3. The proper precautions, handling practices, necessary personal protective equipment,
and other safety precautions in the use of or exposure to the toxic substances,
including appropriate emergency treatment in case of overexposure. 

4. The emergency procedure for spills, fire, disposal, and first aid.
5. A description in lay terms of the known specific potential health risks posed by the toxic

substance intended to alert any person reading this information.
6. The year and month, if available, that the information was compiled and the name,

address, and emergency telephone number of the manufacturer responsible for
preparing the information. 

INDEPENDENT PRICE DETERMINATION 
By submission of a proposal, the proposer certifies, and in case of a joint proposal, each 
party hereto certifies as to its own organization, that in connection with the proposal: 

(a) The prices in the proposal have been arrived at independently without
consultation, communication, or agreement, for the purpose of restricting
competition, as to any matter relating to such prices with any other proposer or
with any other Competitor; and

(b) No attempt has been made or will be made by the proposer to induce any other
person or firm to submit or not submit a proposal for the purpose of restricting
competition.

Each person signing the proposal certifies that: 

(c) He is the person in the proposer’s organization responsible within that organization
for the decision as to prices being offered in the proposal and that he has not
participated and will not participate in any action contrary to (a) and (b) above;
or

(d) He is not the person in the proposer’s organization responsible within that
organization for the decision as to prices being offered in the proposal but that he
has been authorized in writing to act as agent for the persons responsible for such
decisions in verifying that such persons have not participated, and will not
participate, in any action contrary to (a) and (b) above , and that as their agent,
does hereby so certify; and that he has not participated, and will not participate in
any action contrary to (a) and (b) above.

A proposal will not be considered for award if the sense of the statements required in 
the proposal has been altered so as to delete or modify the above. 
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CITY OF NOVI 
JANITORIAL SERVICES 

SPECIFICATIONS 

A. GENERAL SCOPE OF WORK – ALL LOCATIONS

1. It is the intention of City of Novi to contract for the services of one or more
qualified custodial service providers to provide cleaning/custodial services
at various City buildings.  The Contractor shall employ trained, reliable,
quality conscious custodians and supervisors.

2. It is the objective of the City to obtain the full cleaning performance in
accordance with the terms of the specifications, general cleaning
standards, and the quality of work requirements in this Contract. Clean
and well-maintained buildings are the City’s goals, and while deduction
provisions for work omitted or improperly performed is designed to protect
the City’s interest, it is not ordinarily a desirable substitute for getting the
job accomplished. The City is contracting for the complete performance
of each cleaning job as identified in the Specifications, and deductions
will, therefore, be made as stipulated.

3. The successful contractor shall furnish and administer all supervision, labor,
and equipment.

4. Water and electricity shall be supplied by the City. Hand soap, toilet
paper, paper towels, feminine hygiene products, toilet seat protectors,
and trash can liners shall be furnished by the City of Novi as required for
the satisfactory performance of work of this Contract.

a) Water access locations:
1) City Hall:  On first floor in hallway next to Council chambers
2) Community Center/Atrium:  located in loading dock area
3) Police Department:  located in janitor’s storage closet
4) DPW: located near restrooms In Janitors closet
5) Township Hall: restroom faucets
6) Lakeshore Park: located in janitor’s storage closet

5. It is intended that the services include all functions normally considered a
part of workmanlike, satisfactory custodial maintenance whether or not
they are specifically listed herein.

6. This contract does not include window washing of windows on the exterior
walls of the building (neither inside nor outside) or the atrium windows.
Glass doors and glass panels that are part of an entrance and glass within
the buildings are included in this contract.
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7. Services to be performed under this Contract shall be subject to
inspection and approval by the Facilities Management Specialist or his
designated representative. There shall be no deviations from any part of
the Contract or from any approved schedule without prior written
approval from the City.  Deductions will be an indication that work is not
being performed per the Contract Specifications. The City reserves the
right to terminate this Contract for non-performance at any time it feels
such termination is warranted.

8. The City reserves the option to change required days, hours, add, or
delete locations to this contract.

9. The Contractor shall provide and maintain a manual listing of all cleaning
products to be used on this Contract, as well as, M.S.D.S. sheets for those
products, sign-in sheets, timesheets, and work requirements for that
location. M.S.D.S sheets shall be kept in the same location as the
chemicals.

B. CONTRACT PERIOD

1. If a contract is executed as a result of the proposal, it stipulates a fixed
price for services.   The contract period will be for one (1) year. Upon
mutual consent of the City and the successful proposer, the contract may
be renewed two (2) times in one (1) year increments at the same terms
and conditions of the original contract.

2. The City may, from time to time, find it necessary to continue this contract
on a month-to-month basis only, not to exceed a six (6) month period.
Such month-to-month extended periods shall be by mutual agreement of
both parties, with all provisions of the original contract or any extension
thereof remaining in full force and effect.

C. SAFETY

1. The Contractor shall take all necessary precautions for the safety of their
employees performing the work under this Contract.  The Contractor shall
direct and properly maintain at all times, as required by job conditions
and work progress, all necessary safeguards for the protection of the
workmen and the public.

2. The contractor will be familiar with and operate within the guidelines set
forth by the Occupational Safety and Health Act (OSHA) and Michigan
Occupational Safety and Health Act (MOSHA) which affect custodial and
housekeeping operations.

3. All of the Contractor’s employees who are assigned to the City of Novi
shall be able to read, write, and speak American English.

Page 11 of 61



D. FIRE PROTECTION AND PREVENTION

1. The Contractor shall comply with fire protection measures as described in
the all fire prevention Codes.

2. The Contractor shall not store combustible supplies of any kind in any City
building. The Contractor shall consider contaminated buckets, mops,
cloths, and brushes as potentially subject to spontaneous heating and
shall not store such items in City buildings.  All buckets shall be emptied
and cleaned after each use and all used materials shall be thoroughly
cleaned or properly bagged and removed from the premises.

E. BUILDING SECURITY

1. At no time will the Contractor block open exterior doors or impede the
function of their latching.

2. The Contractor or their employees shall not grant access to the buildings
to any persons who are not a member of the Contractor’s staff.

3. Keys/ID badges will be provided as required for access to the building at
time of assignment. The Contractor shall be responsible for the
safekeeping of building keys and return keys at expiration of the Contract.
No additional keys will be furnished for locks. The Contractor shall be
charged for any locksmithing services due to loss of keys/badges.
Contractor shall be charged for replacement for loss of any ID badges.

4. Any and all interior doors unlocked by contractor employees for cleaning
purposes shall be relocked after completion of services.

5. All interior doors shall be closed unless otherwise indicated by special
instructions.

6. Prior to leaving the building and/or completed section of building, it shall
be the responsibility of the Contractor to close and lock all windows,
extinguish all non-automated lights, except as otherwise directed and to
securely fasten and/or lock all doors.

F. ENERGY CONSERVATION

1. Energy conservations shall be practiced.  Lights in unoccupied areas
should be turned off, except where automatically controlled, and
windows and doors are to be kept closed.
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G. INSPECTIONS

1. Each day prior to opening, the Facilities Management Specialist, or
designee, shall inspect the previous day’s work to ensure that each task
has been completed in a good and workmanlike manner and to the
satisfaction of the City agency.  The Contractor shall fill in the cleaning
service checklist, noting any incomplete task(s), and sign and date the
form.  The Facilities Management Specialist, or designee, will review and
verify the checklist.  The Facilities Management Specialist, or designee, will
note the date, time, and sign the checklist after inspecting, and will notify
the Contractor of any deficiencies.  The Contractor shall sign the checklist
and note the date and time as acceptance of the deficiencies that need
to be corrected.

H. CORRECTIONS

1. When the Contractor is advised by the Facilities Management Specialist,
or designee, of an incomplete task, the deficiency shall be corrected by
the Contractor's employees completing the task(s) in question within
twenty-four (24) hours of the notification.

I. STORAGE SPACE, JANITOR'S CLOSET AND LOCKER ROOM

1. Space available in the building will be assigned to the Contractor for the
storage of bulk supplies and the equipment to be used in the
performance of the work of the Contract. The Contractor's employees
shall keep this space in a neat and orderly condition.

2. The Contractor shall be responsible for all spills caused by their employees.
Spills caused by leaky trash bags or spills outside of janitor's closets shall be
especially noted. When necessary, the Contractor shall be responsible for
the cleanup of those spills and shampoo carpets in areas needed as a
result of Contractor's employee negligence.  If the Contractor does not
correct the spill to the satisfaction of the City, the City reserves the right to
hire another contractor to correct the spills.  The cost to hire the additional
contract will be deducted from the Contractor's monthly invoice.

J. CLEANING CHEMICAL PRODUCTS & SUPPLIES

1. The City requires that the Contractor uses good quality products. The
products used under this Contract shall be approved prior to use during
the Contract. The Contractor shall supply a list of all products to be used
and MSDS sheets for all chemicals to be used in City Buildings while
providing this Contract’s services. Each Proposer shall include MSDS sheets
with the Proposal Response for products known to be used by the
Proposer for these services.
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2. The Contractor shall furnish all equipment and materials, not provided by
the City. Water and electricity shall be provided by the City. Hand soap,
toilet paper, paper towels, toilet seat protectors, feminine hygiene
products and trash liners will be furnished by the City of Novi as required
for the satisfactory performance of the work of this Contract.

K. EQUIPMENT REQUIREMENTS

1. The Contractor shall provide floor vacuums compliant with the following
minimum Specifications and provide the City with validation of
compliance.  The vacuum system’s minimum requirements include
filtration efficiency capable of trapping 99% of contaminants as small as
0.3 micron. The Contractor shall comply with the manufacturer's
specifications for filter bag replacement and follow the manufacturer's
recommendation for filter change frequency.

2. The Contractor shall furnish supplies meeting the Specifications. These
supplies and equipment include, but are not limited, to the following:

• Vacuum cleaners
• Floor buffing machines
• Clean, mop heads
• Brushes and rags
• Buckets
• Brooms
• Dusters

L. QUALIFICATION OF PROPOSERS

1. The successful proposer shall meet the requirements below in order to be
considered for an award of Contract:

a) Shall have a satisfactory record of past performance.  Past
performance on City contracts will be considered as well as
reference recommendations.

b) Shall have successfully performed Contracts similar in nature and
dollar value within the past three (3) years.  Proposers shall provide
a list including contact information of three (3) most recent
contracts of same scope and size.  Failure to do so may be cause
for rejection of the Proposal Response.

c) Shall have been in business under the same business name for a
period of not less than three (3) years.

d) Shall demonstrate methodology/work plan and provide samples of
sign-in sheets, time sheets, and work checklists with their proposal.
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e) Shall have the ability to obtain background investigations on their
employees at no additional cost to the City.  All background
investigations shall be submitted to the City prior to commence of
contract, for all new employees added to the contract, at all
contract renewals, and as requested by the City during the term of
the Contract.

f) A site visit by the City designee of a building presently being
cleaned by the short-listed list of contractors may be requested
prior to award.

M. LABOR AND WAGE REQUIREMENTS

1. The Contractor is responsible for the payment of all salaries, wages,
bonuses, Social Security, Worker’s Compensation, taxes, Federal and State
Unemployment Insurance, and any and all taxes relating to the personnel
furnished under this Contract.

2. The Contractor is responsible for withholding State and Federal Income
Taxes and F.I.C.A.  Taxes shall also comply with all other laws relating to
employees, such as wage and hourly laws, safety and health
requirements, and collective bargaining laws.

N. BACKGROUND INVESTIGATIONS

1. Contractor will provide a background check on each employee including,
employee’s full name, date of birth, social security number, and copy of
valid driver’s license or Michigan ID card.

2. The Contractor shall assume the cost and responsibility to have
background checks done for each employee assigned to each facility.

3. The Contractor shall guarantee that the background check and required
documentation is completed and provided to the City prior to assignment
of the employee(s) to a City building.

4. Background checks shall be repeated for each employee assigned at the
commencement of each Contract renewal period unless a new
employee has been investigated within thirty (30) days prior to the end of
the previous Contract period and is deemed acceptable.  The City may
require confirmation at any time during the Contract that all employees
working at City locations have received favorable background
investigations.

5. The Contractor shall not assign any individual convicted of the following
offenses:  Abduction, Homicide, Rape, Aggravated Assault, Assault with
Intent to Murder, or Assault with Intent to Rob.
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6. The Contractor shall not assign any individual convicted, or having
uncompleted probation for the following offenses:  Burglary, Breaking and
Entering, Carrying or Wearing a Weapon, Destruction of Property,
Possession or Possession of a Controlled Dangerous Substance with Intent
to Distribute, Explosives, Kidnapping, Theft/Larceny, Maiming,
Manslaughter, Sexual Assault, Robbery, Shoplifting, Distribution of a
Controlled Substance, or Theft.

7. The Contractor may seek exception to the above guidelines governing
acceptability for assignment to the facility by providing documented
specifics pertaining to convictions of the employee in question.  The City
will, at its sole discretion, accept or reject the requested exception.

O. HOLIDAYS
For providing custodial services under this contract, the work week shall be as
indicated on the Building Information Summary Chart.  In buildings that require a
five-day work week, the following holidays will be observed by the contractor.

Any work necessary to be performed on Saturdays, Sundays or legal City
holidays in areas scheduled for seven-day work weeks shall be performed
without additional expense to the City.

1. New Year Day, January 1
2. Martin Luther King's Birthday
3. Presidents Day, February
4. Good Friday, last Friday before Easter
5. Memorial Day, last Monday in May
6. Independence Day, July 4
7. Labor Day, 1st Monday in September
8. Veteran's Day, November 11
9. Thanksgiving Day, 4th Thursday in November
10. Day after Thanksgiving, 4th Friday in November
11. Christmas Eve, December 24
12. Christmas Day, December 25
13. New Year's Eve, December 31

P. CONTRACTOR RESPONSIBILITIES

1. The Contractor shall assume all administrative and supervision
responsibilities for own staff and ensure all work performed is of high
quality in accordance with good practices, procedures, and industry
standards.  The Contractor shall conform to all Federal, State, and Local
Laws and Governmental Regulations.

2. The Contractor will designate an individual to act as project supervisor.
The project supervisor shall be available to the contractor’s employees
and to the Facilities Management Specialist, or his designee, at all times
by use of a cell phone or other reliable means.   The project supervisor
shall monitor employee performance, attendance, and punctuality and
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work closely with the Facilities Management Specialist, or his designee in 
assuring contract compliance.   

3. Contractor shall provide for the City a registry of employees approved
and assigned to work at the work site locations and ensure the registry is
updated prior to new employee assignments.   New employees (assigned
at the beginning of the contract, or at any time during the contract or
any renewals) may not be begin work at a City facility until they have
passed a background check, all information has been provided to the
City, and they have been approved by the Facilities Management
Specialist or his designee.

4. All employees assigned to the City must be fluent enough in the American
English language to read and understand chemical labels and signs, as
well as converse understandably with City management and other City
personnel.  The contractor’s project supervisor must be fluent in American
English.

5. The Contractor shall take all necessary precautions for the safety of the
employees performing the work under this Contract. The Contractor shall
direct and properly maintain at all times, as required by job conditions
and work progress, all necessary safeguards for the protection of
workmen and the public.

6. The Contractor's employees shall not have family members or non-
employees present at the assignment location.

7. The Contractor’s employees shall not engage in cell phone conversations
during the course of work.

8. The Contractor's employees shall vacate the City premises promptly upon
completion of the assignment.

9. Employees of the contractor will eat and take work breaks in specific
areas and will not be allowed to eat or take breaks in offices.

10. The Contractor shall require all their employees to wear a badge with
photo identification and a uniform stating the company name as
identification for admittance into the building and as means of
identification during the time their employees are in the building.  This is
mandatory.

11. The Contractor will not allow any of their employees to use the City of Novi
ID badge of another one of the contractor’s employees.  This is strictly
prohibited.

12. The Contractor will not allow their employees to smoke within any City
facility or within 100 feet from any entrance.  Smoking is prohibited per
ordinance.
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13. The Contractor shall carefully screen, train, and supervise each employee
providing services under this Contract.  Employees shall comply with all
requirements as stated in this solicitation.

14. The Contractor shall report promptly to the Facilities Management
Specialist, or his designated representative, any building deficiencies such
as leaky faucets, stopped toilets or drains, broken fixtures, or any unsafe
conditions.

15. The City may require the dismissal of any employee who the City
determines, at its sole discretion, as incompetent, careless, insubordinate,
or who violates any governmental law, rule, or regulation in a City facility.
Additionally, the City may require the reassignment of any employee
whose continued employment is contrary to consistently good
relationships with City staff.  The City may require, at its sole discretion,
reassignment and restricted access of any employee the City believes
may be a safety and/or security risk.

16. The City, at its discretion and authority, may require the departure from
the premises of any employee(s) found to be noncompliant with uniform
and badge requirements as set forth in this Contract.

17. The Contractor shall provide and update as necessary for the City 's on-
site records an affirmation of background investigations performed and
the employee(s)’ acceptability for assignment to the work location.
Background investigations of Contractor's employees may be verified by
the City at any time during this Contract.

18. The Contractor shall require their employees to comply with the
instructions pertaining to conduct and building regulations.  All employees
shall sign in and sign out in the facility's security log book upon entering
and leaving the building. Sign in and sign out shall be in accordance with
the set schedule agreed upon by both the Contractor and the City.
Copies of log in sheets shall be submitted with the Contractor's invoice.

19. Once trash has been disposed of in the dumpsters, employees shall
ensure the gates to the containment area are closed and latched.
Employees may be required to set alarms at some locations.  This
information shall be provided to the Contractor prior to commencing
work.

20. Assure that the Contractor's employees shall not disturb papers on desks,
open drawers in any desks or other furniture, use City telephones or any
other City equipment or appliances in the building (such as radios, coffee
pots, microwave ovens, or televisions), or use equipment or appliances
belonging to City employees.
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21. While performing services under this Contract, the Contractor's employees
shall not use illegal drugs or alcohol, or be under the influence of illegal
drugs or alcohol.

22. The Contractor shall assume full responsibility for any and all damage or
claim for damage, injury to persons, property, and equipment that may
result from any services performed under this Contract. The Contractor
shall be held liable by the City for damages caused by its employees to
any equipment, apparatus, or installed property in the City facilities in
which work in performed in accordance with this RFP.

23. Contractor must commit to a number of qualified staff dedicated to
accomplishing all of the tasks required on the attached list.  If at any time
the number of staff service falls off and staff is determined to be less than
what was committed in the RFP, the City of Novi reserves the right to
cancel the contract for non-performance.

24. Performance evaluation meetings will be scheduled during regular
business hours as needed to keep services compliant with specifications.

Q. CALL BACKS AND DEDUCTIONS

For all work that is performed in an unsatisfactory manner, the contractor shall be
given a “call-back”. A “call-back” shall be defined as an unscheduled call to
the contractor to complete or correct any portion of work not completed
satisfactorily during the regularly scheduled time the work should have been
done. All “call-backs” shall be answered and the work completed or corrected
within the next regularly scheduled work period or at the direction of the Facilities
Management Specialist or his designee, the unsatisfactory work shall be
completed  immediately.

Examples of unsatisfactory performance, as it relates to “call-backs”, include but
are not limited to the following:

• Nonperformance of or unsatisfactory performance of any portion of
the work as specified and scheduled.

• Non-responsive to “call-backs”

Results of unsatisfactory performance: 
• “Call-backs” in excess of two (2) within an invoice period shall result in

a deduction of fifty ($50.00) dollars from that period’s invoice with fifty
($50.00) dollars deducted for each “callback” thereafter.

• Two (2) “call-backs” during a one (1) month period or more than six (6)
times in a year constitutes grounds for contract termination.

Deduction for no-show: one twentieth (1/20) of the monthly service cost will be 
deducted from each invoice period for failure to perform cleaning service on 
any given day. Two (2) no shows during a one (1) month period or more than six 
(6) times in a year constitutes grounds for contract termination.

Page 19 of 61



R. EMPLOYEE CONDUCT
The City reserves the right to request the removal of any contractor’s employee
for reasonable cause.  Such causes shall include, but are not limited to, the
following:

• Wearing of inappropriate clothing and/or uniform
• Engaging in loud, boisterous and unprofessional conduct
• Unauthorized use, disposition and/or misappropriation of City and/or City

employee’s personal property
• Use of City telephones for personal calls is prohibited
• Engaging in unlawful and unauthorized acts
• Misrepresentation of facts
• Failure to meet acceptable standards of personal cleanliness and

neatness, bearing and demeanor.
• Not following procedures or doing job correctly.
• Smoking within any City facility or within 100 feet of any entrance.

S. WORK STANDARDS
Detailed work standards are listed in Appendix A.
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BUILDING NAME: CITY HALL  (2 story section of Civic Center building) 
45175 Ten Mile Road, Novi, MI  48375 

Clean throughout the 2-story section of the building, including but not limited to offices, 
conference rooms, copy room, lunch rooms/breakrooms, stairways, hallways.  Council 
Chambers is included with the City Hall cleaning.  

Facility Hours:  Monday – Friday, 8 am – 5 pm 

Cleaning Hours:  Monday – Friday after 5 p.m. 

Restricted area:  Server Room  

Special Instructions: Must adjust schedule to clean Council Chambers after the 
meetings are over.  Server  room is cleaned only at the request of the Facility 
Operations Manager.  

GENERAL CLEANING - THROUGHOUT BUILDING 
Frequency of 

Service 
- Empty trash receptacles throughout building and replace liners  (does

not include emptying of blue recycling receptacles or recycling bins in
lunchroom) Daily 

- Empty outside trash receptacles at all entrances and replace liners Daily 
- Remove all trash collected to designated area Daily 
- Clean cobwebs Daily 

OFFICES/CONFERENCE ROOMSCOMMON AREAS/COPY 
ROOM/HALLWAYS/COUNCIL CHAMBERS 
- Dust horizontal surfaces including tables, counters, tops of cubicle walls,

tops of file cabinets  (does not include office desks) Daily 
- Clean and disinfect counters, including Council dais Daily 
- Spot vacuum carpets and sweep floors where debris is noticeable Daily 
- Clean and disinfect door handles Daily 
- Wash and clean inside and outside of security glass with approved

cleaner Daily 
- Sweep, wet mop, and disinfect vinyl floors Including luxury vinyl tile Daily 
- Clean both sides of glass partitions and transom glass with approved

cleaner Weekly 
- Dust high reach areas Weekly 
- Fully vacuum carpets from wall to wall, including rugs/mats and under

desks Weekly 
- Clean smudges from all glass and tabletops Weekly 
- Spot clean doors, door frames, light switches Weekly 
- Dust window blinds Quarterly 
- Strip, seal, wax vinyl floor area Quarterly 
- Vacuum ceiling air vents Monthly 

KITCHEN/LUNCHROOM/BREAKROOM 
- Scour/clean and disinfect sink Daily 
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- Clean and disinfect kitchen counters and tables Daily 
- Clean and disinfect door handle Daily 
- Dust mop hard surface floors with treated dust mop Daily 
- Spot vacuum carpets and sweep floors when debris is noticeable Daily 
- Sweep, wet mop, and disinfect Luxury vinyl floors (LVT) Daily 
- Fully vacuum carpets from wall to wall, including rugs/mats Weekly 
- Dust high reach areas Weekly 
- Spot clean doors, door frames, light switches Weekly 
- Clean and disinfect appliances and cabinets Monthly 
- Strip, seal, wax vinyl floor area Quarterly 
- Vacuum ceiling air vents Monthly 

RESTROOMS 
- Clean and disinfect all restroom fixtures, sinks, commodes, and urinals Daily 
- Clean and disinfect counters, trash containers, dispensers, hand dryers,

baby changing stations Daily 
- Clean and disinfect entrance door(s), wall surfaces, all partition walls

between commodes and urinals, wainscoting, wipe off all soap residue
from walls & floor below soap dispensers. Daily 

- Clean mirrors Daily 
- Replenish toilet paper, hand soap, seat protectors, feminine hygiene

products (in vending machines), and paper towels in all dispensers Daily 
- Sweep, wet mop, and disinfect floors Daily 
- Machine scrub floors that can't be completely cleaned with wet

mopping Daily 
- Clean and disinfect interior and exterior surfaces of sanitary napkin

receptacles, and replace bag liner with new liner Daily 
- Clean and flush floor drain with germicidal detergent, followed by a

second flushing with clean rinse water. Weekly 
- Spot clean doors, door frames, light switches Weekly 
- Vacuum ceiling air vents Monthly 

ENTRANCES/VESTIBULES 
- Clean glass doors, inside and outside Daily 
- Sweep debris.  Vacuum mats/floors within vestibule and inside atrium. Daily 
- Straighten mats Daily 
- Sweep debris 10 feet away from door.  No debris is to be left on the

sidewalk. Daily 
- Remove salt stains (seasonal) Daily 
- Clean walls when smudges noticed Weekly 

STAIRS, STAIRWELLS, AND LANDINGS 
- Clean and disinfect railings Daily 
- Sweep/dust mop stairs and landings Daily 
-

Wet mop stairs and landings 
Every other 

day 
- Vacuum corners and hard to reach areas Weekly 
- Dust high surfaces, walls, woodwork, window sills, ledges and vents Weekly 
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BUILDING NAME: COMMUNITY CENTER / ATRIUM (in the Civic Center Building) 
45175 Ten Mile Road, Novi, MI  48375 

Includes but is not limited to: atrium; atrium restrooms (first floor and second floor); 
balcony area on 2nd floor overlooking atrium, including short hallways leading to offices; 
 drinking fountain in 2nd floor hallway;  Mayor’s conference room, hallway & restroom 
next to Council chambers, and Council conference room (behind Council chambers), 
office & conference space in Parks, Recreation, and Cultural Services, Older Adult 
Services, and Youth Assistance; Information desk; conference tables/chairs & seating 
areas in atrium.   Does not include the Council chambers, which is part of City Hall 
cleaning. Facilities Office M-F only. 

Facility Hours:  Monday – Friday    6 am - 10 pm 
  Saturday 7 am - Midnight 
  Sunday    8 am - Midnight   

Frequency of cleaning:    7 days/week    

Cleaning Hours:   Sunday - Saturday,  8 P.M. until finish 

Restricted Areas:   Parks & Recreation Storage Room   

SPECIAL INSTRUCTIONS:  Must adjust schedule to clean after the meetings and activities 
are completed at night.   Parks offices and meeting rooms must be cleaned on Friday 
nights.  Do not clean the Parks & Recreation storage room.  Do  not clean the kiosk near 
the stairway in the atrium. 

GENERAL CLEANING - THROUGHOUT BUILDING 
Frequency of 

Service 
- Empty trash receptacles throughout building and replace liners  (does

not include emptying of blue recycling receptacles or recycling bins
in atrium) Daily 

- Empty outside trash receptacles at all entrances and replace liners Daily 
- Remove all trash collected to designated area Daily 
- Clean cobwebs Daily 

OFFICES/CONFERENCE ROOMS/COMMON AREAS/COMMUNITY ROOMS 
- Dust horizontal surfaces including tables, counters, tops of cubicle

walls, tops of file cabinets  (does not include office desks) Daily 
- Clean and disinfect counters Daily 
- Pickup and dispose of any trash left on counters or floors in common

areas. Daily 
- Spot vacuum carpets and sweep floors when debris is noticeable Daily 
- Clean and disinfect door handles Daily 
- Sweep, wet mop, and disinfect vinyl floors Daily 
- Sweep, machine scrub, and disinfect ceramic tile floors Daily 
- Dust mop hardwood floors Daily 
- Clean smudges from all glass and horizontal surfaces Daily 
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- Clean glass partitions and transom glass with approved cleaner Weekly 
- Dust high reach areas Weekly 
- Fully vacuum carpets from wall to wall, including rugs/mats and under

desks Weekly 
- Spot clean doors, door frames, light switches Weekly 
- Vacuum ceiling air vents Monthly 
- Dust window blinds Quarterly 
- Strip, seal, wax vinyl floor area Quarterly 

ATRIUM 
- Dust horizontal surfaces including tables, piano cover, display

cabinets Daily 
- Vacuum all floor mats.  Straighten mats. Daily 
- Spot vacuum carpets and sweep floors where debris is noticeable Daily 
- Wash and clean plexiglass with approved cleaner (2nd floor railings) Daily 
- Sweep and machine scrub and disinfect ceramic tile floors Daily 
- Dust, clean and disinfect Information Desk in atrium Weekly 
- Clean glass doors and glass walls inside and outside of Council

chambers Weekly 
- Dust window sills Monthly 
- Damp wipe all base moldings Monthly 

KITCHEN/LUNCHROOM/BREAKROOM 
- Scour/clean and disinfect sink Daily 
- Clean and disinfect kitchen counters and tables Daily 
- Clean and disinfect door handles Daily 
- Sweep and wet mop/disinfect hard surface floors Daily 
- Spot vacuum carpets when debris is noticeable Daily 
- Damp wipe appliances and cabinets Daily 
- Fully vacuum carpets from wall to wall, including rugs/mats Weekly 
- Dust high reach areas Weekly 
- Spot clean doors, door frames, light switches Weekly 
- Clean and disinfect appliances and cabinets Monthly 
- Vacuum ceiling air vents Monthly 
- Clean and flush drains and grease traps with germicidal detergent,

followed by a second flushing with clean rinse water. Monthly 
- Strip, seal, wax vinyl floors Quarterly 

RESTROOMS 
- Clean and disinfect all restroom fixtures, sinks, commodes, and urinals

Daily 
- Clean and disinfect counters, trash containers, dispensers, hand

dryers, baby changing stations Daily 
- Clean and disinfect entrance door(s), wall surfaces, all partition walls

between commodes and urinals, wainscoting, wipe off all soap
residue from walls & floor below soap dispensers. Daily 

- Clean mirrors Daily 
- Replenish toilet paper, hand soap, seat protectors, feminine hygiene

products (in vending machines), and paper towels in all dispensers Daily 
- Sweep floors Daily 
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- Wet mop and disinfect floors Daily 
- Machine scrub floors that can't be completely cleaned with wet

mopping Daily 
- Clean and disinfect interior and exterior surfaces of sanitary napkin

receptacles, and replace bag liner with new liner Daily 
- Clean and flush floor drains with germicidal detergent, followed by a

second flushing with clean rinse water. Weekly 
- Spot clean doors, door frames, light switches Weekly 
- Vacuum ceiling air vents Monthly 

HALLWAYS/DRINKING FOUNTAINS 
- Clean, polish and disinfect drinking fountain fixtures Daily 
- Vacuum all floor mats.  Straighten mats. Daily 
- Sweep and wet mop and disinfect vinyl floors Daily 
- Sweep and machine scrub and disinfect ceramic tile floors Daily 
- Spot clean doors, door frames, light switches Weekly 
- Vacuum ceiling air vents Monthly 
- Damp wipe all base moldings Monthly 
- Strip, seal, wax vinyl floor area Quarterly 

ENTRANCES/VESTIBULES 
- Clean glass doors, inside and outside Daily 
- Sweep debris from vestibule and the first 10 feet outside of entrance

door.  No debris shall be left on the sidewalk Daily 
- Vacuum mats/floors within vestibule and inside atrium.  Replace mats

in proper position  (straightened and do not block doors) Daily 
- Remove salt stains (seasonal) Daily 
- Damp wipe walls when smudges noticed Weekly 

ELEVATOR 
- Spot vacuum carpets when debris is noticeable Daily 
- Spot clean and polish all stainless steel using stainless steel cleaner Daily 
- Spot clean walls Daily 
- Damp wipe and disinfect buttons (inside and outside) Daily 
- Clean door tracks and threshold plates (scrub brush or vacuum) Daily 
- Clean and polish inside and outside of elevator doors and fascia Weekly 
- Fully vacuum carpets from wall to wall, including rugs/mats Weekly 
- Fully clean interior walls Weekly 
- Vacuum ceiling grates Quarterly 

STAIRS, STAIRWELLS, AND LANDINGS 
- Clean and disinfect railings Daily 
- Sweep/dust mop stairs and landings Daily 
-

Wet mop stairs and landings 
Every other 

day 
- Vacuum corners and hard to reach areas Weekly 
- Dust high surfaces, walls, woodwork, window sills, ledges and vents Weekly 
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BUILDING NAME:  POLICE DEPARTMENT 
45125 Ten Mile Road, Novi, MI  48375 

Clean throughout the entire building, including but not limited to offices, restrooms, 
conference rooms, meeting rooms, lunch rooms/breakrooms, stairways,  and hallways. 

Frequency  5 days/week/2nd floor 
 7 days/week/1st floor 

Facility Hours:  24/7  

Cleaning Hours:   see Special Instructions 

Restricted Areas:  Crime Lab      

SPECIAL INSTRUCTIONS:   Shift coverage needs to be approved by the Budget Analyst.  
Contractor cannot begin cleaning in the building until after 8:00 p.m. and everything 
needs to be completed by 6:00 a.m.  There is no cleaning of locker rooms or floors on 
the 1st floor during shift changes (6:00 p.m. – 8:00 p.m.).  The three (3) trash containers at 
the back doors need to be emptied on a daily basis.  Jail cells need to be thoroughly 
cleaning on a daily basis.  SRT Room and Crime Lab are to be cleaned upon request. 

GENERAL CLEANING - THROUGHOUT BUILDING 
Frequency of 

Service 
- Empty trash receptacles throughout building and replace liners

(does not include emptying of blue recycling receptacles or
recycling bins in lunchroom) Daily 

- Empty outside trash receptacles at all entrances and replace liners Daily 
- Remove all trash collected to designated area Daily 
- Clean cobwebs Daily 

OFFICES/CONFERENCE ROOMS/COMMON AREAS 
- Dust horizontal surfaces including tables, counters, tops of cubicle

walls, tops of file cabinets  (does not include desks) Daily 
- Damp wipe and disinfect counters Daily 
- Spot vacuum carpets and sweep floors when debris is noticeable Daily 
- Clean and disinfect door handles Daily 
- Wash and clean inside and outside of security glass with approved

cleaner Daily 
- Sweep and wet mop and disinfect vinyl floors Daily 
- Sweep and machine scrub and disinfect ceramic tile floors Daily 
- Wet mop non-carpeted floors Daily 
- Clean both sides of glass partitions and transom glass with

approved cleaner Weekly 
- Dust high reach areas Weekly 
- Fully vacuum carpets from wall to wall, including rugs/mats and

under desks Weekly 
- Clean smudges from all glass and tabletops Daily 

Page 26 of 61



- Spot clean doors, door frames, light switches Weekly 
- Dust window blinds Quarterly 
- Strip, seal, wax vinyl floor area Quarterly 
- Vacuum ceiling air vents Monthly 

KITCHEN/LUNCHROOM/BREAKROOM/TRAINING CENTER 
- Scour/clean and disinfect sink Daily 
- Clean and disinfect kitchen counters and tables Daily 
- Clean and disinfect door handles Daily 
- Dust mop hard surface floors with treated dust mop Daily 
- Spot vacuum carpets when debris is noticeable Daily 
- Sweep, wet mop, and disinfect hard surface floors Daily 
- Fully vacuum carpets from wall to wall, including rugs/mats Daily 
- Dust high reach areas Weekly 
- Spot clean doors, door frames, light switches Weekly 
- Damp wipe and disinfect appliances and cabinets Monthly 
- Strip, seal, wax vinyl floors Quarterly 
- Vacuum ceiling air vents Monthly 

RESTROOMS/SHOWERS/LOCKER ROOMS 
- Clean and disinfect all restroom/shower fixtures, sinks, commodes,

and urinals Daily 
- Clean and disinfect counters, trash containers, dispensers, hand

dryers, baby changing stations, locker room benches Daily 
- Clean and disinfect entrance door(s), wall surfaces, all partition

walls between commodes and urinals, wainscoting, wipe off all
soap residue from walls & floor below soap dispensers. Daily 

- Clean mirrors Daily 
- Replenish toilet paper, hand soap, seat protectors, feminine

hygiene products (in vending machines), and paper towels in all
dispensers Daily 
Clean & disinfect bench Daily 

- Sweep floors Daily 
- Wet mop and clean/disinfect  floors Daily 
- Machine scrub floors that can't be completely cleaned with wet

mopping Daily 
- Clean and disinfect interior and exterior surfaces of sanitary napkin

receptacles, and replace bag liner with new liner Daily 
- Damp clean and disinfect all surfaces of showers, including walls,

curtains and doors. Daily 
- Clean and flush shower and floor drains with germicidal detergent,

followed by a second flushing with clean rinse water. Weekly 
- Spot clean doors, door frames, light switches Weekly 
- Wipe front of lockers and dust top of lockers Weekly 
- Vacuum ceiling air vents Monthly 
- Replace shower curtain as needed when directed by Facilities

Management Specialist (curtain to be provided by the City) As needed 
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HALLWAYS/DRINKING FOUNTAINS 
- Clean, polish and disinfect drinking fountain fixtures Daily 
- Vacuum all floor mats.  Straighten mats. Daily 
- Sweep and wet mop hard surface floors Daily 
- Machine scrub hard surface floor surfaces Weekly 
- Spot clean doors, door frames, light switches Weekly 
- Vacuum ceiling air vents Monthly 
- Damp wipe all base moldings Monthly 
- Strip, seal, wax vinyl floor area Quarterly 

ENTRANCES/VESTIBULES 
- Clean glass doors, inside and outside Daily 
- Sweep debris.  Vacuum mats/floors within vestibule and inside

entrance and replace in proper position (straightened and not
blocking the door) Daily 

- Sweep debris 10 feet away from door on outside.  No debris is to
be left on the sidewalk. Daily 

- Remove salt stains (seasonal) Daily 

ELEVATOR 
- Spot vacuum carpets when debris is noticeable Daily 
- Spot clean and polish all stainless steel using stainless steel cleaner Daily 
- Spot clean walls Daily 
- Damp wipe and disinfect buttons (inside and outside) Daily 
- Clean door tracks and threshold plates (scrub brush or vacuum) Daily 
- Clean and polish inside and outside of elevator doors and fascia Weekly 
- Fully vacuum carpets from wall to wall, including rugs/mats Weekly 
- Fully clean interior walls Weekly 
- Vacuum ceiling grates Monthly 

STAIRS, STAIRWELLS, AND LANDINGS 
- Clean and disinfect railings Daily 
- Sweep/dust mop stairs and landings Daily 
- Wet mop stairs and landings Every other day 
- Vacuum corners and hard to reach areas Weekly 
- Dust high surfaces, walls, woodwork, window sills, ledges and vents Weekly 

JAIL CELLS/CELL BLOCK 
- Clean and disinfect floors Daily 
- Clean and disinfect commodes Daily 
- Clean glass windows Daily 
- Clean and sanitize telephones Daily 

BOOKING AREA 
- Sweep/dust mop floors Daily 
- Wet mop and disinfect floors Daily 
- Clean and disinfect sinks Daily 
- Clean and disinfect countertops and shelving Daily 
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SALLY PORTS 
- Sweep/dust mop floors Daily 
- Wet mop and disinfect floors Weekly 
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BUILDING NAME: DEPARTMENT OF PUBLIC WORKS       
26300 Lee BeGole Dr., Novi, MI  48375  

Facility Hours:  7:30 A.M. - 5:00 P.M. Monday- Friday 

Frequency of cleaning: 5 days per week  

Cleaning Hours:   6 P.M. until finish       

Restricted Areas: Server Room 

SPECIAL INSTRUCTIONS:    Includes Mechanic’s office and Fleet Asset Managers office 
Park Maintenance Supervisor’s office, main office, kitchen, and bathroom in the out 
building. 

GENERAL CLEANING - THROUGHOUT BUILDING 
Frequency 
of Service 

- Empty trash receptacles throughout building and replace liners  (does not
include emptying of blue recycling receptacles or recycling bins in
lunchroom) Daily 

- Empty outside trash receptacles at all entrances and at gas pumps and
replace liners Daily 

- Remove all trash collected to designated area Daily 
- Clean cobwebs Daily 

OFFICES/CUBICLES/CONFERENCE ROOMS/COMMON AREA 
- Dust horizontal surfaces including tables, counters, tops of cubicle walls, tops

of file cabinets  (does not include desks) Daily 
- Damp wipe and disinfect counters Daily 
- Clean smudges from all glass and tabletops Daily 
- Spot vacuum carpets and sweep floors when debris is noticeable Daily 
- Clean and disinfect door handles Daily 
- Sweep, wet mop & disinfect painted concrete floors Daily 
- Clean both sides of glass partitions and transom glass with approved cleaner Weekly 
- Clean display cases Weekly 
- Dust high reach areas Weekly 
- Fully vacuum carpets from wall to wall, including rugs/mats and under desks Weekly 
- Spot clean doors, door frames, light switches Weekly 
- Vacuum ceiling air vents Monthly 
- Dust window blinds Quarterly 

KITCHEN/LUNCHROOM 
- Scour/clean and disinfect sink Daily 
- Clean and disinfect kitchen counters and tables Daily 
- Clean and disinfect door handle Daily 
- Dust mop hard surface floors with treated dust mop Daily 
- Wet mop hard surface floors Daily 
- Dust high reach areas Weekly 
- Spot clean doors, door frames, light switches Weekly 
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- Damp wipe and disinfect appliances and cabinet, including ice maker Monthly 
- Vacuum ceiling air vents Monthly 

RESTROOMS, PERSONAL CARE ROOM, Including Locker Rooms  
- Clean and disinfect all restroom fixtures, sinks, commodes, and urinals Daily 
- Clean and disinfect counters, trash containers, dispensers, hand dryers, baby

changing stations Daily 
- Clean and disinfect entrance door(s), wall surfaces, all partition walls

between commodes and urinals, wainscoting, wipe off all soap residue from
walls & floor below soap dispensers. Daily 

- Clean mirrors Daily 
- Replenish toilet paper, hand soap, seat protectors, feminine hygiene products

(in vending machines), and paper towels in all dispensers. Daily 
- Sweep floors Daily 
- Wet mop and clean/disinfect  floors Daily 
- Machine scrub floors that can't be completely cleaned with wet mopping Daily 
- Clean and disinfect interior and exterior surfaces of sanitary napkin

receptacles, and replace bag liner with new liner Daily 
- Damp clean and disinfect all surfaces of showers, including walls, curtains

and doors. Daily 
- Clean and flush shower and floor drains with germicidal detergent, followed

by a second flushing with clean rinse water. Weekly 
- Spot clean doors, door frames, light switches Weekly 
- Vacuum ceiling air vents Monthly 
- Replace shower curtain as needed when directed by Facilities Management

Specialist (curtain to be provided by the City) As needed 

HALLWAYS/DRINKING FOUNTAINS 
- Clean, polish and disinfect drinking fountain fixtures Daily 
- Vacuum all floor mats.  Straighten mats. Daily 
- Sweep and wet mop ceramic tile floors Daily 
- Machine scrub hard surface floor surfaces (except hardwood floors) Daily 
- Spot clean doors, door frames, light switches Weekly 
- Vacuum ceiling air vents Monthly 
- Damp wipe all base moldings & walls Monthly 
- Strip, seal, wax vinyl floor area Quarterly 

ENTRANCES/VESTIBULES 
- Clean glass doors, & windows inside and outside Daily 
- Sweep debris.  Vacuum mats/floors within vestibule and inside entrance, and

replace in proper position (straightened) Daily 
- Sweep debris 10 feet away from door.  No debris is to be left on the sidewalk.

Daily 
- Remove salt stains (seasonal) Daily 
- Damp wipe walls when smudges noticed Weekly 

ELEVATOR LIFT (IN MECHANICS BAY and Main Bay) 
- Sweep and wet mop/disinfect floors Quarterly 
- Clean door tracks and threshold plates (scrub brush or vacuum) Quarterly 
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- Damp wipe walls Quarterly 

STAIRWELLS 
- Clean and disinfect railings Bi-Weekly 
- Sweep/dust mop stairs and landings Bi-Weekly 
- Wet mop stairs and landings Bi-Weekly 
- Vacuum corners and hard to reach areas Bi-Weekly 
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BUILDING NAME: INDOOR GUN RANGE and TRAINING CENTER  
26350 Lee BeGole Dr., Novi, MI  48375  

Cleaning Frequency:   three times per week 

Cleaning Hours: In the evenings, Monday, Wednesday, Friday 

Restricted Areas: Range Area and Ammunition Storage Room 

SPECIAL INSTRUCTIONS:    All areas will be cleaned except the actual shooting range.  
Contractor will access the building using the proximity card system. An officer does not 
need to be on site. 

GENERAL CLEANING - THROUGHOUT BUILDING 
Frequency of 

Service 
- Empty trash receptacles throughout building and replace liners Weekly 
- Empty outside trash receptacles at all entrances and replace liners Weekly 
- Remove all trash collected to designated area Weekly 
- Clean cobwebs Weekly 

LOBBY/ALL ROOMS/SOUND LOCK ENTRANCE (DOES NOT INCLUDE THE RANGE) 
- Dust horizontal surfaces including tables, counters, etc. Weekly 
- Damp wipe and disinfect tables, counters, etc. Weekly 
- Damp wipe and disinfect door handles Weekly 
- Wash and clean inside and outside of security glass with approved

cleaner Weekly 
- Sweep and wet mop and disinfect non-carpeted floors Weekly 
- Clean both sides of glass with approved cleaner Weekly 
- Wash and clean plexiglass with approved cleaner Weekly 
- Scrub and wash rubber mat in entrance to range with required

solution Weekly 
- Fully vacuum carpets from wall to wall, including rugs/mats and under

desks Weekly 
- Vacuum all floor mats.  Straighten mats. Weekly 
- Sweep and wet mop ceramic tile floors Weekly 
- Clean, polish and disinfect drinking fountain fixtures Weekly 
- Spot clean doors, door frames, light switches Weekly 
- Damp wipe all base moldings Monthly 
- Machine scrub hard surface floor surfaces Quarterly 
- Dust window blinds Quarterly 
- Strip, seal, wax vinyl floor area Quarterly 

RESTROOMS 
- Clean and disinfect all restroom fixtures, sinks, commodes, and urinals

Weekly 
- Clean and disinfect counters, trash containers, dispensers, hand

dryers. Weekly 

Page 33 of 61



- Clean and disinfect entrance door, wall surfaces, partition walls
between commodes and urinals, wainscoting, wipe off all soap
residue from walls & floor below soap dispensers. Weekly 

- Clean mirrors Weekly 
Replenish toilet paper, hand soap, seat protectors, feminine hygiene
products (in vending machines), and paper towels in all dispensers Weekly 

- Sweep floors Weekly 
- Wet mop and clean/disinfect  floors Weekly 
- Machine scrub floors that can't be completely cleaned with wet

mopping Weekly 
- Clean and disinfect interior and exterior surfaces of sanitary napkin

receptacles, and replace bag liner with new liner Weekly 
- Clean and flush shower and floor drains with germicidal detergent,

followed by a second flushing with clean rinse water. Weekly 
- Spot clean doors, door frames, light switches Weekly 
- Dust/vacuum ceiling air vents Monthly 

ENTRANCES/VESTIBULES 
- Clean glass doors, inside and outside Weekly 
- Sweep debris.  Vacuum mats/floors within vestibule and inside atrium. Weekly 
- Straighten mats Weekly 
- Sweep debris 10 feet away from door.  No debris is to be left on the

sidewalk. Weekly 
- Remove salt stains (seasonal) Weekly 
- Damp wipe walls when smudges noticed Weekly 
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BUILDING NAME:   TOWNSHIP HALL   
45275 10 Mile Rd., Novi, MI  48375  

Cleaning frequency:   Restrooms:  three days/week (Tuesday, Wednesday, & Thursday) 
 Entire building: once per week (Tuesday) 

Cleaning Hours:  after 7 p.m. 

Restricted Areas: None  

SPECIAL INSTRUCTIONS:    Cleaning will only be required from May 1st to October 31st 
each year.  

GENERAL CLEANING 
Frequency of 

Service 
- Empty trash receptacles throughout building and replace liners 3 times/week 
- Remove all trash collected to designated area 3 times/week 
- Clean cobwebs 3 times/week 

ALL ROOMS 
- Dust horizontal surfaces including tables, counters, etc. Weekly 
- Damp wipe and disinfect counters Weekly 
- Spot vacuum carpets and sweep floors when debris is noticeable Weekly 
- Damp wipe and disinfect door handles Weekly 
- Dust mop and spot clean hardwood floors with approved cleaner Weekly 
- Vacuum all floor mats.  Straighten mats. Weekly 
- Clean and disinfect sink Weekly 
- Clean and disinfect door handles &light switches Weekly 
- Spot clean doors, door frames Weekly 
- Dust window sills Bi-Weekly 
- Clean hardwood floors with approved cleaner Quarterly 

RESTROOMS 

- Clean and disinfect all restroom fixtures, sinks, commodes, and urinals
3 times/week 

- Clean and disinfect counters, trash containers, dispensers, hand dryers 3 times/week
- Clean and disinfect door, door handles, light switches, wall surfaces,

wainscoting, wipe off all soap residue from walls & floor below soap
dispensers. 3 times/week 

- Clean mirrors 3 times/week 
- Replenish toilet paper, seat protectors, hand soap, feminine hygiene

products (in vending machine) and paper towels 3 times/week 
- Sweep, wet mop, and disinfect floor 3 times/week 
- Clean and disinfect interior and exterior surfaces of sanitary napkin

receptacles, and replace bag liner with new liner 3 times/week 
- Spot clean doors, door frame Weekly 
- Clean and flush floor drains with germicidal detergent, followed by a

second flushing with clean rinse water. Monthly 
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DRINKING FOUNTAINS (LOCATED OUTSIDE THE BUILDING) 
- Clean, polish and disinfect drinking fountain fixtures 3 times/week 

ENTRANCE 
- Sweep debris off porch 3 times/week 
- Sweep debris 10 feet away from door. 3 times/week 
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BUILDING NAME: LAKESHORE PARK CAMP BUILDING  
601 South Lake Dr., Novi, MI  48377  

Cleaning Frequency:   7 days/week May – October 
 3 days/week November - April 

Cleaning Hours:  6PM until finish, Monday - Sunday 

Restricted Areas: Boiler Room and Server Room       

SPECIAL INSTRUCTIONS:    All areas will be cleaned except the boiler room and IT closet. 
There is also three bathrooms accessed from the outside attached to this building that 
are part of the scope along with three bathrooms inside.  Contractor will access the 
building using the proximity card system. A Novi employee does not need to be on site. 

GENERAL CLEANING - THROUGHOUT BUILDING 
Frequency of 

Service 
- Empty trash receptacles throughout building and replace liners Daily 
- Empty outside trash receptacles at all entrances and replace liners Daily 
- Remove all trash collected to designated area Daily 
- Clean cobwebs Daily 

MAIN MEETING ROOM & SMALLER MEETING ROOM 
- Dust horizontal surfaces including tables, counters, etc. Daily 
- Damp wipe and disinfect tables, counters, etc. Daily 
- Damp wipe and disinfect door handles Daily 

- Sweep and wet mop and disinfect non-carpeted floors Daily 
- Clean both sides of glass with approved cleaner Daily 
- Wash and clean plexiglass with approved cleaner Daily 
- Vacuum all floor mats.  Straighten mats. Daily 
- Sweep and wet mop ceramic tile floors Daily 
- Clean, polish and disinfect drinking fountain fixtures Daily 
- Spot clean doors, door frames, light switches Weekly 
- Damp wipe all base moldings Monthly 
- Machine scrub hard surface floor surfaces Quarterly 
- Dust window blinds Quarterly 
- Strip, seal, wax vinyl floor area Quarterly 

RESTROOMS 
- Clean and disinfect all restroom fixtures, sinks, commodes, and urinals

Daily 
- Clean and disinfect counters, trash containers, dispensers, hand

dryers. Daily 
- Clean and disinfect entrance door, wall surfaces, partition walls

between commodes and urinals, wainscoting, wipe off all soap
residue from walls & floor below soap dispensers. Daily 

- Clean mirrors Daily 
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- Replenish toilet paper, hand soap, seat protectors, feminine hygiene
products (in vending machines), and paper towels in all dispensers. Daily 

- Sweep floors Daily 
- Wet mop and clean/disinfect floors Daily 
- Machine scrub floors that can't be completely cleaned with wet

mopping Weekly 
- Clean and disinfect interior and exterior surfaces of sanitary napkin

receptacles, and replace bag liner with new liner Weekly 
- Clean and flush shower and floor drains with germicidal detergent,

followed by a second flushing with clean rinse water. Weekly 
- Spot clean doors, door frames, light switches Weekly 
- Dust/vacuum ceiling air vents Monthly 

ENTRANCES/VESTIBULES 
- Clean glass doors, inside and outside Weekly 
- Sweep debris.  Vacuum mats/floors within vestibule and inside atrium. Daily 
- Straighten mats Daily 
- Sweep debris 10 feet away from door.  No debris is to be left on the

sidewalk. Daily 
- Remove salt stains (seasonal) Daily 
- Damp wipe walls when smudges noticed Daily 
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CITY OF NOVI BUILDING INFORMATION SUMMARY SHEET - 2022

City Hall
Community Center &

Atrium Police Department DPW Indoor Gun Range Township Hall Lakeshore Park

Address 45175 Ten Mile Rd. 45175 Ten Mile Rd. 45125 Ten Mile Rd.
26300 Lee BeGole 

Dr.
26350 Lee BeGole 

Dr. 45275 Ten Mile Rd. 601 South Lake Dr

Frequency of 
cleaning 5 days/week 7 days/week

2nd floor: 5 days/week; 
1st floor: 7 days/week 5 days/week

Monday, 
Wednesday, 

Friday

Restrooms:                           
3 days/week;                  

Entire building:                
once per week

7 days/week-May-
Oct

3 days/week-Nov-Apr

Facility Hours
Monday-Friday            

8 am - 5 pm

Monday-Friday            
6 am - 10 pm; 

Saturday 7 
am - Midnight; 
Sunday 8 am - 

Midnight 24/7
Monday-Friday  

7:30 am - 5:00 pm 
Monday - Sunday    

7 am - 7 pm
Monday - Sunday             

8 am - 6 pm
Monday-Sunday

8 am - 6 pm
Cleaning Hours 5 pm until finish 8 pm until finish See special instructions 5 pm until finish evenings After 7 pm After 6 pm

Restricted Areas Server Room
Parks & Recreation 

storage room Crime Lab Server Room

Range area & 
ammunition 

storage room None
Boiler Room &
Server Room

Number of Floors 2 1 2 2 1 1 2

Total Square Feet of 
Floor To Be Cleaned* 22,000 35,300 32,000 15,000 2400 1,500 5,640
Carpeted (SF)* 21,000 4,000 12,000 6,100 1100 0 0
Vinyl Tile (SF)* 1,000 10,500 16,000 0 700 0 5,000
Ceramic Tile (SF)* 0 19,000 4,000 500 500 500 0

Hardwood Floor (SF)* 0 1,800 0 0 0 1,000 0
 LVT (SF)* 0 0 0 2800 1000 0 0
Painted Concrete 
Floor (SF)* 0 0 0 5,600 0 0 640
Restrooms 0 7 8 6 3 2 3 inside & 3 outside
Stairwells 2 2 3 2 0 0 0
Elevators 0 1 1 2 0 0 0
Drinking Fountains 0 3 3 2 4 1 3
Entranceways 2 2 3 2 1 1 3
Cells 0 0 11 0 0 0 0

*All Square Footages are approximate.
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CITY OF NOVI 
JANITORIAL SERVICES 

FEE PROPOSAL FORM  
(MUST BE SEALED IN A SEPARATE ENVELOPE) 

The undersigned, as proposer, declares that he has visited the building(s) to be cleaned 
and has familiarized himself with the type of services desired and has carefully examined 
the specifications and instructions to proposers, which he understands and accepts as 
sufficient for the purpose, and agrees he will furnish to the City the specified services and 
will accept in full payment therefore the following amounts: 

ITEM #l – City Hall, 45175 Ten Mile Road 

Item Unit Unit price Total Annual Cost 
Nightly cleaning 
5 times/week Month $ $ 

Optional Nightly 
Cleaning Saturday $ NA 

ITEM #2 – Community Center/Atrium, 45175 Ten Mile Road 

Item Unit Unit price Total Annual Cost 
Nightly cleaning 
7 times/week Month $ $ 

ITEM #3 - Novi Police Department, 45125 Ten Mile Road 

Item Unit Unit price Total Annual Cost 
Nightly cleaning       
5 days/week/2nd floor, 
7 days/week/1st floor 

Month $ $ 

ITEM #4 – Department of Public Works, 26300 Lee BeGole Dr. 

Item Unit Unit price Total Cost 

Nightly cleaning 
5 times/week Month $ $ 
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ITEM #5 – Indoor Gun Range, 26350 Lee BeGole Dr. 

Item Unit Unit price Total Annual Cost 
3 days/week, as 
specified Month  $ $ 

ITEM #6 – Township Hall, 45375 Ten Mile Rd. 

Item Unit Unit price Total Annual Cost   
(6 months) 

3 days/week, as 
specified (May – Oct) Month  $ $ 

ITEM #7 – Lakeshore Park, 601 South Lake Dr. 

Item Unit Unit price Total Annual Cost   
(6 months) 

7 days/week, as 
specified (May – Oct) 
3 days/week, as 
specified (Nov-April) 

Month  

Month 

$ 

$ 

$ 

$ 

COMMENTS/EXCEPTIONS (all exceptions must be listed): 

_________________________________________________________________________________  

_________________________________________________________________________________   

__________________________________________________________________________________ 

_________________________________________________________________________________  

________________________________________________________________________________  

_________________________________________________________________________________  

We have included a letter from our bonding company indicating that we are able to 
obtain a Performance Bond with the specific language & format as specified in the RFP 
documents. 

Yes _______   No __________ 

We understand that if we are not able to get the required performance bond after the 
contract has been awarded, the contract award will be rescinded.  

Yes _______   No __________ 
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We acknowledge receipt of the following Addenda: ________________________________ 
 (please indicate numbers 

NON-IRAN LINKED BUSINESS 
By signing below, I certify and agree on behalf of myself and the company submitting 
this proposal the following: (1)that I am duly authorized to legally bind the company 
submitting this proposal; and (2) that the company submitting this proposal is not an 
“Iran linked business,” as that term is defined in Section 2(e) of the Iran Economic 
Sanctions Act, being Michigan Public Act No. 517 of 2012; and (3) That I and the 
company submitting this proposal will immediately comply with any further certifications 
or information submissions requested by the City in this regard. 

THIS PROPOSAL SUBMITTED BY:  

Company (Legal Registration) ___________________________________________________ 

Address  ________________________________________________________________________ 

City  _____________________________________ State ____________ Zip _________________ 

Telephone _______________________________  Fax __________________________________ 

Representative’s Name ___________________________________________________________  

Representative’s Title ______________________________________________________________ 

Authorized Signature _______________________________________________________________ 

E-mail ____________________________________________________________________________

Date _______________________________ 
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CITY OF NOVI 

CONTRACTOR QUALIFICATIONS QUESTIONNAIRE 

JANITORIAL SERVICES 

Failure to answer all questions could result in rejection of your proposal.  

Name of Firm  ___________________________________________________________________  

Address: ________________________________________________________________________  

City, State Zip ___________________________________________________________________ 

Telephone ___________________________________ Fax _______________________________  

24 Hour/7-Day Emergency Telephone Number ____________________________________ 

Agent’s Name (please print) _____________________________________________________  

Agent’s Title _____________________________________________________________________ 

Email Address: ___________________________________________________________________ 

Website _________________________________________________________________________ 

1. Organizational structure:  Corporation, Partnership,  etc.  _______________________

2. Firm established:__________________      Years in business:  _______________________

3. Has your firm filed for Chapter 7 or Chapter 11 within the last ten (10) years?

No _____ Yes _______  Reason: _________________________________________ 

4. Under what other or former names has your organization operated?

______________________________________________________________________________

5. How many full time employees? _________________   Part time? __________________

6. Please describe your employee hiring and training procedures.

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

7. Please describe your background check procedures and qualifications for

employment.

______________________________________________________________________________
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______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

8. Please describe your background check procedures on current employees.

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

9. Address of facility that will service this account.  Include office and any

equipment/storage locations.

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

10. Distance of this facility from Novi Civic Center. _________________________________

11. Are you able to provide insurance coverage as required by this RFP? ____________

12. Provide information relative to the experience your company has had working with

municipalities.  Please provide the names of municipalities where service was

provided, whether all available contract renewals were awarded, and if you are still

continuing services for that agency.  Include additional sheet, if necessary.

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________
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13. Provide information relative to the experience your company has had working with

Police Departments.  Please provide the names of sites where service was provided.

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

14. Provide information relative to the experience and financial capability of your

company to carry out the terms of this contract.

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

15. Identify the number of employees in your firm who would be assigned to clean each

facility during a scheduled cleaning shift for each of the facilities below.  All shift

supervisors/managers should be specially noted.

Location 

Number of 
employees 

to be 
assigned to 
clean each 

building 
each night 

Number of 
hours to be 
worked by 

each 
employee 
each night 

Total 
number of 
“cleaning” 
hours each 

night 

Are any of 
the cleaning 

people 
considered 

supervisors or 
managers?  
If so, how 

many?  

Will there be 
any additional 
managers on 

site each 
night? If so, 
how many 
hours per 

night? 

City Hall X = 
Community 
Center/           
       Atrium X = 

Police 
Department X = 

DPW X = 
Indoor Gun 
Range X = 

Page 46 of 61



Township Hall X = 
Lakeshore 
Park X = 

Describe the assignment of managers here, if necessary, to clarify the table above: 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________  

16. How many clients does your company currently serve with the type of services

described?  Provide a list.

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

17. Provide a list of equipment that will be on site and available for use by the crew

performing the cleaning (including vacuums, scrubbers, buffers, etc).  Provide an

additional sheet if necessary.

Equipment to be kept on site __________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Equipment available  _________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

18. Based on your company resources, are you able to perform all janitorial

expectations outlined in this contract within the timeframe allocated?

______________________________________________________________________________
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______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

19. Provide the company’s method of approach or work plan to meet the City’s needs

for the scope of work specified, including start-up timeline and start-up procedures.

Use an additional sheet if necessary.

_________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

20. Provide a description of your company’s philosophy relative to customer satisfaction

(handling complaints, offering suggestions, etc) and the implementation of

environmentally friendly cleaning solutions.

________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

21. As part of your proposal, your company is requested to provide a Quality Assurance

Plan.  Please explain how similar plans offered through your company have been

effective with other clients.

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________
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22. References: Provide at least three (3) references for projects that are comparable in

scope to this RFP.  Several references from municipalities would be desirable.

Company __________________________________________________________________ 

Address ____________________________________________________________________ 

Phone ________________________ Contact name ______________________________ 

Scope of work  _____________________________________________________________  

Contract dates _____________________________________________________________ 

Company __________________________________________________________________ 

Address ____________________________________________________________________ 

Phone ________________________ Contact name ______________________________ 

Scope of work _____________________________________________________________  

Contract dates _____________________________________________________________ 

Company __________________________________________________________________ 

Address ____________________________________________________________________ 

Phone ________________________ Contact name ______________________________ 

Scope of work _____________________________________________________________  

Contract dates _____________________________________________________________ 

23. Claims & Suits: Does your firm have any litigation pending or outstanding against
your organization or its officers?   If yes, please provide details.
No ________    Yes __________

______________________________________________________________________________

______________________________________________________________________________

24. Provide any additional information you would like to include which may not be
included within this Questionnaire.  You may attach additional sheets.

THE FOREGOING QUESTIONNAIRE IS A TRUE STATEMENT OF FACTS: 

Signature of Authorized Company Representative: ___________________________________ 

Representative’s Name (please print) ______________________________________________ 

Date ___________________________________   
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CITY OF NOVI 
INSURANCE REQUIREMENTS 

ATTACHMENT A 

1. The Contractor shall maintain at its expense during the term of this Contract, the
following insurance:

a. Worker's Compensation insurance with the Michigan statutory limits and
Employer's Liability insurance with minimum limits of $100,000 (One Hundred
Thousand Dollars) each accident.

b. Commercial General Liability Insurance – The Contractor shall procure and
maintain during the life of this contract, Commercial General Liability
Insurance, Personal Injury, Bodily Injury and Property Damage on an
“Occurrence Basis” with limits of liability not less than $1,000,000 (One Million
Dollars) per occurrence combined single limit.

c. Automobile Liability insurance covering all owned, hired and non-owned
vehicles with Personal Protection insurance to comply with the provisions of
the Michigan No Fault Insurance Law including Residual Liability insurance
with minimum bodily injury limits of $1,000,000 (One Million Dollars) each
person and $1,000,000 (One Million Dollars) each occurrence and minimum
property damage limits of $1,000,000 (One Million Dollars) each occurrence.

2. All policies shall name the Contractor as the insured and shall be accompanied by
a commitment from the insurer that such policies shall not be canceled or reduced
without at least thirty (30) days prior notice date to the City; alternately, contractor
may agree to provide notice of such cancellation or reduction.

3. The City of Novi shall be named as Additional Insured for General Liability and Auto
Liability. Certificates of Insurance evidencing such coverage shall be submitted to
City of Novi, Purchasing Department, 45175 Ten Mile Road, Novi, Michigan 48375-
3024 prior to commencement of performance under this Contract and at least
fifteen (15) days prior to the expiration dates of expiring policies.  A current
certificate of insurance must be on file with the City for the duration of the contract.
Said coverage shall be primary coverage rather than any policies and insurance

self-insurance retention owned or maintained by the City. Policies shall be issued by
insurers who endorse the policies to reflect that, in the event of payment of any loss
or damages, subrogation rights under those contract documents will be waived by
the insurer with respect to claims against the City

4. The Contractor shall be responsible for payment of all deductibles contained in any
insurance required hereunder.

5. If, during the term of this Contract, changed conditions or other pertinent factors
should in the reasonable judgment of the City render inadequate insurance limits,
the Contractor will furnish on demand such additional coverage as may reasonably
be required under the circumstances.  All such insurance shall be effected at the
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Contractor's expense, under valid and enforceable policies, issued by the insurers of 
recognized responsibility which are well-rated by national rating organizations and 
are acceptable to the City. 

6. If any work is sublet in connection with this Contract, the Contractor shall require
each subcontractor to effect and maintain at least the same types and limits of
insurance as fixed for the Contractor.

7. The provisions requiring the Contractor to carry said insurance shall not be
construed in any manner as waiving or restricting the liability of the Contractor
under this contract.

8. The City has the authority to vary from the specified limits as deemed necessary.

ADDITIONAL REQUIREMENTS 

HOLD HARMLESS/INDEMNITY 

1. The Contractor agrees to fully defend, indemnify and hold harmless the City, its City
Council, its officers, employees, agents, volunteers and contractors from any claims,
demands, losses, obligations, costs, expenses, verdicts, and settlements (including
but not limited to attorney fees and interest) resulting from:

A. Acts   or   omissions   by the   Contractor,   its   agents,   employees,   servants
and contractors in furtherance of execution of this Agreement, unless
resulting from the sole negligence and tort of the City, its officers, employees,
agents and contractors.

B. Violations of state or federal law involving whether administrative or judicial,
arising  from the nature and extent of this Agreement.

C. The Contractor agrees to defend the City from and against any and all
actions or causes of action, claims, demands or whatsoever kind or nature
arising from the operations of the Contractor and due to the acts or omissions
of the Contractor or its agents, including, but not limited to, acts of omissions
alleged to be in the nature of gross negligence or willful misconduct.  The
Contractor agrees to reimburse the City for reasonable attorney fees and
court costs incurred in the defense of any actions, suits, claims or demands
arising from the operations of the Contractor under this Agreement due to
the above-referenced acts or omissions.

2. The Contractor agrees that it is its responsibility and not the responsibility of the City
of safeguard the property and materials used in performing this Contract.  Further
the Contractor agrees to hold the City harmless for any loss of such property and
materials used in pursuant to the Contractor's performance under this Contract.
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3. The Contractor shall not discriminate against any employee, or applicant for
employment because of religion, race, color, national origin, age, sex, height,
weight, handicap, ancestry, place of birth, sexual preference or marital status.   The
Contractor further covenants that it will comply with the Civil Rights Act of 1973, as
amended; and the Michigan Civil Rights Act of 1976 (78. Stat. 252 and 1976 PA 453)
and will require a similar covenant on the part of any consultant or subcontractor
employed in the performance of this contract.
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SAMPLE AGREEMENT 

CONTRACT FOR JANITORIAL SERVICES 

THIS CONTRACT FOR SERVICES AND MATERIALS (“Contract”), shall be considered as made 
and entered into as of the date of the last signature (“Effective Date”), and is between the 
City of Novi, a Michigan municipal corporation, whose address is 45175 Ten Mile, Novi, 
Michigan 48375, (hereinafter referred to as “Client”), and _______________________, whose 
address is ________________________________, (hereinafter referred to as “Contractor”). 

THE CLIENT AND CONTRACTOR AGREE AS FOLLOWS: 

Article I. Statement and Performance of Work. 

For payment by the Client as provided under this Contract, Contractor shall provide the 
materials and perform the services described on and in Schedule A (the "Work"), which is 
attached hereto and made a part of this Contract by this reference, in a competent, 
accurate, efficient, timely, good, professional, thorough, complete and responsible 
manner, and in compliance with the terms and conditions set forth below.   

Article II. Timing of Performance. 

Performance of this Contract shall commence on ________________ and end on 
___________________.  Upon mutual consent of the Client and the Contractor, the contract 
may be renewed two (2) additional years in one (1) year increments. 

Article III. Contract Price and Payment. 

Subject to the terms and conditions of this Contract, the Client agrees to pay Contractor 
an amount services and materials as specifically set forth in the completed Proposal 
attached which is part of the attached Schedule A.  Such payments are in exchange for 
and consideration of the timely and satisfactory performance and completion of the work 
required under and pursuant to this Contract.  The Client agrees to pay Contractor 
amounts due within thirty (30) days of receipt of an itemized billing/invoice from Contractor 
detailing all materials provided and work performed in connection with the billing and the 
hours and charges applicable to each such item.  Such itemized billings shall be submitted 
and shall be paid only upon satisfactory completion of the work itemized in the billing. 

All costs and expenses incurred by Contractor under this Contract are deemed to be 
included in the amounts set forth in Schedule A.   Contractor will obtain written approval of 
the Client prior to proceeding with any work that is not stated on Schedule A; otherwise, 
the Client will not be billed for such extra/additional work. 

Payments shall be made upon verification of invoices received by the Client. All payments 
to Contractor shall be submitted by mail at Contractor's address first listed above, unless 
Contractor provides written notice of a change in the address to which such payments are 
to be sent. 
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SAMPLE AGREEMENT 
Article IV: Termination. 

A. 1. For cause:  In the event that either party shall breach the terms and conditions of
this Contract, the aggrieved party may notify the other party, in writing via certified
mail, of such breach and demand that the same be remedied within ten (10) days.  If
the defaulting party fails to remedy the breach as demanded, the aggrieved party
shall then have the right to terminate by giving the defaulting party thirty (30) days
written notice.  In addition, if at any time a voluntary petition in bankruptcy shall be filed
against either party and shall not be dismissed within thirty (30) days, or if either party
shall take advantage of any insolvency law, or if a receiver or trustee of any of a party’s
property shall be appointed and such appointments shall not be vacated within thirty
(30) days, the other party shall have the right, in addition to any other rights of
whatsoever nature that it may have at law or in equity, to terminate by giving thirty (30)
days’ notice in writing of such termination.

2. For convenience:  The Client may terminate the agreement, in whole or in part,
without showing cause upon giving thirty (30) days written notice to the Contractor.
The Client shall pay all reasonable costs incurred by the Contractor up to the date of
notice of termination.  The Contractor will not be reimbursed for any anticipatory profits
that have not been earned up to the date of notice of termination.

B. In the event this Contract is terminated before completion, the Client shall not be
responsible to make any further payments for work performed after the effective date
of such termination, and shall pay Contractor for such materials as have been
delivered and for such work as has been completed and is eligible for payment under
the terms of this Contract through the date of such termination.  In all events, the Client
shall only be responsible to make the payments described in the preceding sentence if,
at the Client’s request, Contractor continues to fully perform its duties and obligations in
full compliance with the terms of this Contract through the effective date of the
termination.

Article V: Independent Contractor Relationship. 

A. In the performance of this Contract, the relationship of Contractor to the Client shall be
that of an independent contractor and not that of an employee or agent of Client.
Contractor is and shall perform under this Contract as an independent contractor, and
no liability or responsibility with respect to benefits of any kind, including without
limitation, medical benefits, worker’s compensation, pension rights, or other rights or
liabilities arising out of or related to a contract for hire or employer/employee
relationship shall arise or accrue to either party as a result of the performance of this
Contract.

Contractor, as an independent contractor, is not authorized to enter into or sign any
agreements on behalf of the Client or to make any representations to third parties that
are binding upon the Client.

B. Contractor represents that it will dedicate sufficient resources and provide all necessary
personnel required to perform the work described in Schedule A in accordance with
the terms and conditions of this Contract. Except as may be specifically stated and
agreed to in Schedule A, Contractor shall perform all of the work under this Contract
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SAMPLE AGREEMENT 
and no other person or entity shall be assigned or sub-contracted to perform the work, 
or any part thereof, unless approved by the Client in advance. 

Article VI: Liability and Insurance. 

A. Contractor agrees to indemnify and hold harmless the Client, its elected and
appointed officials and employees, from and against any and all claims, demands,
suits, losses and settlements, including actual attorney fees incurred and all costs
connected therewith, for any damages which may be asserted, claimed or recovered
against the Client by reason of (i)  personal injury, death and/or property damages
which arises out of or is in any way connected or associated with the actions or
inactions of Contractor in performing or failing to perform the work; or (ii)  civil damages
which arise out of any dispute between Contractor and its subcontractors, affiliates,
employees or other private third parties in connection with this Contract.  Contractor
specifically agrees that it is Contractor’s responsibility, and not the responsibility of the
Client, to safeguard the property and materials used in performing this Contract.
Contractor agrees to hold the City harmless from any loss of or damage to such
property and materials used in connection with Contractor’s performance of this
Contract.

B. Contractor shall provide evidence of adequate insurance coverage in the types and
amounts set forth on Schedule A, which is attached hereto and incorporated herein by
this reference. Such insurance shall be maintained at the specified level of coverage
throughout the term of this Contract, including any extension of such term, and will
cover all work, acts and omissions by and on behalf of Contractor in connection with
this Contract, with the Client as named additional insureds, but with such coverage
being primary and non-contributory as described in the attached Schedule A.

Article VII: Information. 

It is expressly acknowledged and agreed that all reports, opinions, compilations, research 
work, studies, data, materials, artifacts, samples, documents, plans, drawings, 
specifications, correspondence, ledgers, permits, manuals, applications, contracts, 
accountings, schedules, maps, logs, invoices, billings, photographs, videotapes and all 
other materials generated by and/or coming into the possession of Contractor during the 
term of this Contract, and any extension thereof, that in any way relate to the 
performance of work by Contractor under this Contract or that are otherwise related or 
relevant to the work, belong exclusively to the Client and shall be promptly delivered to the 
Client upon the termination of this Contract or, at any time, upon the Client's request. 

Article VIII: General Provisions. 

A. Entire Agreement.  This instrument, together with the attached Schedules, contains the
entire Contract between the Client and Contractor.  No verbal agreement,
conversation, or representation by or between any officer, agent, or employee of the
parties hereto, either before or after the execution of this Contract, shall affect or
modify any of the terms or obligations herein contained.

B. Compliance with Laws.  This Contract and all of Contractor’s work and practices shall
be subject to all applicable state, federal and local laws, ordinances, rules or
regulations, including without limitation, those which apply because Client is a public
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SAMPLE AGREEMENT 
governmental agency or body.  Contractor represents that it is in compliance with all 
such laws and eligible and qualified to enter into this Contract. 

C. Governing Law.  This Contract shall be governed by the laws of the State of Michigan.

D. Assignment.  Contractor shall not assign this Contract or any part thereof without the
written consent of the Client.  This Contract shall be binding on the parties, their
successors, assigns and legal representatives.

E. Third Parties.  It is the intention of the parties hereto that this Agreement is not made for
the benefit of any private third party.  It is acknowledged that Client may receive a
portion of the funding for the payments under this Contract from one or more private
sources, and it is understood by Contractor that it is hired by Client to work exclusively
for Client (and by extension for the Township should the work be accepted and
implemented by the Township) and Contractor agrees that no private party or parties
will be allowed to hold sway or influence, in any way, over Contractor’s performance of
the work.

F. Notices.  Written notices under this Contract shall be given to the parties at their
addresses contained in this Contract by personal or registered mail delivery to the
attention of the following persons:

Client:  City Manager Peter E. Auger and City Clerk Cortney Hanson 
Contractor:  

G. Changes.  Any changes in the provisions of this Contract must be in writing and signed
by the Client and Contractor.

H. Waivers.  No waiver of any term or condition of this Contract shall be binding and
effective unless in writing and signed by all parties, with any such waiver being limited
to that circumstance only and not applicable to subsequent actions or events.

I. Jurisdiction and Venue of Contract.  This Contract shall be considered for all purposes,
including the establishment of jurisdiction and venue in any court action between the
parties, as having been entered into and consummated in the City of Novi, Oakland
County, Michigan.

J. Conflict.  In the event of any conflict or inconsistency between the above provisions of
this Contract and either or both of the attached Schedules, the provisions in the above
text shall govern.

K. Anti-Discrimination. The Contractor shall not discriminate against any employee, or
applicant for employment because of religion, race, color, national origin, age, sex,
height, weight, handicap, ancestry, place of birth, sexual preference or marital status.
The Contractor further covenants that it will comply with the Civil Rights Act of 1973, as
amended; and the Michigan Civil Rights Act of 1976 (78. Stat. 252 and 1976 PA 453)
and will require a similar covenant on the part of any consultant or subcontractor
employed in the performance of this contract.
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SAMPLE AGREEMENT 
IN WITNESS WHEREOF, the Client and the Contractor have executed this Contract in 
Oakland County, Michigan, as of the date first listed above. 

WITNESS AND DATES  CITY OF NOVI 
OF SIGNATURES: 

_______________________________  _________________________________ 
By:  Robert J. Gatt 

Date:  __________________________  Its:  Mayor 

_______________________________  _________________________________ 
By:  Cortney Hanson 

Date:  __________________________  Its:  Clerk 

WITNESS AND DATES CONTRACTOR 
OF SIGNATURES:  

_______________________________ _________________________________ 
By:   
Its:    

Date:  __________________________  

SCHEDULE A will be attached to and become part of the contract.   Schedule A 
consists of the contractor’s proposal and the RFP documents. 
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REQUIRED BOND LANGUAGE 

PERFORMANCE BOND 

KNOW ALL MEN BY THESE PRESENTS THAT   
as Principal, hereinafter called the CONTRACTOR, and 

as Surety, hereinafter called Surety, and held and firmly bound unto 

CITY OF NOVI, MICHIGAN 

as Oblige, hereinafter called the OWNER, in the amount of  ______ 
Dollars ($         ) 

for the payment of which the CONTRACTOR and SURETY bind themselves, their heirs, 
executors, administrators, successors and assigns, jointly and severally, firmly by these 
presents. 

WHEREAS, the CONTRACTOR has been awarded a Contract by the OWNER 
for the construction of  

Janitorial Services 

in accordance with specifications prepared by City of Novi,  which award was 
conditioned on the CONTRACTOR providing this Performance Bond and which Contract 
upon being fully executed by the OWNER and the CONTRACTOR shall by reference 
automatically be made a part hereof, and is hereinafter referred to as "the Contract." 

NOW, THEREFORE, THE CONDITION OF THIS OBLIGATION is such that, if the 
CONTRACTOR shall promptly and faithfully perform said Contract, in accordance with the 
terms and conditions of the Contract, then the CONTRACTOR and SURETY shall have no 
further obligation under this bond; otherwise it shall remain in full force and effect, subject, 
however, to the following conditions. 

1. The SURETY hereby waives notice of any alteration or extension of time under the
Contract made by the OWNER.

2. SURETY'S obligation under this Performance Bond shall arise after the OWNER has
declared a Contractor Default as defined below, formally terminated the Contract
or the CONTRACTOR'S right to complete the Contract, and notified the SURETY of
the OWNER'S claim under this Performance Bond.

3. When the OWNER has satisfied the conditions of Paragraph 2 above, the SURETY
shall, at the SURETY'S sole cost and expense, undertake one or more of the following
actions:

a. Arrange for the CONTRACTOR to perform and complete the Contract;
provided, however, that the SURETY may not proceed with this option,
except upon the express written consent of the OWNER, which consent may
be withheld by the OWNER for any reason; or

b. Perform and complete the Contract itself, through qualified contractors who
are acceptable to the OWNER, through a contract between the SURETY and

Page 58 of 61



REQUIRED BOND LANGUAGE 

qualified contractors, performance and completion of which shall be 
undertaken in strict accordance with the terms and conditions of the 
Contract, including (but not limited to) time for completion; or 

c. Tender payment to the OWNER in the amount of all losses incurred by the
OWNER as a result of the Contractor Default, as determined by the OWNER,
for which the SURETY is liable to the OWNER, including all costs of completion
of the Contract and all consequential losses, costs, and expenses incurred by
the OWNER as a result of the Contractor Default, and including all unpaid
fees or payments owed to the OWNER by the CONTRACTOR under the
Contract, except that SURETY'S payment under this option shall in no event
exceed the limit of the Bond Amount.  The SURETY may not proceed with this
option, in lieu of the options set forth in paragraphs (a) or (b) above, except
upon the express written consent of the OWNER, which consent may be
withheld by the OWNER for any reason.

4. The SURETY shall proceed under Paragraph 3, above, within fourteen (14) business
days after notice from the OWNER to the SURETY of the Contractor Default, of the
formal termination of the Contract or the CONTRACTOR'S right to complete the
Contract, and of the OWNER'S intention to have SURETY complete the Contract,
except that SURETY shall proceed within twenty-four (24) hours after notice where
the notice states that immediate action by SURETY is necessary to safeguard life or
property.

5. If SURETY fails to proceed in accordance with Paragraphs 3 and 4, above, then
SURETY shall be deemed to be in default on this Performance Bond three (3)
business days after receipt of written notice from OWNER to SURETY demanding that
SURETY perform its obligations under this Performance Bond.  Thereafter, if notice to
SURETY is without effect, OWNER shall be entitled to enforce any legal or equitable
remedies available to OWNER, including completion of the Contract by contractors
of its own choosing or OWNER'S employees or agents, and CONTRACTOR and
SURETY shall, jointly and severally, be liable for all costs of such completion and all
consequential losses, costs, and expenses so incurred (including all unpaid fees and
expenses owed to the OWNER by the CONTRACTOR as a result of the
CONTRACTOR'S default).

6. After OWNER has terminated the Contract or the CONTRACTOR'S right to complete
the Contract, and if SURETY is proceeding under subparagraphs 3(a) or 3)b) above,
then the responsibilities of SURETY to the OWNER shall not be greater than those of
the CONTRACTOR under the Contract, and the responsibilities of the OWNER to the
SURETY shall not be greater than those of the OWNER under the Contract.  SURETY
shall be obligated to the limit of Bond Amount as set forth on the front page;
subject, however, to a commitment by the OWNER for payment to the SURETY of
the Balance of the Contract Price in mitigation of costs and damages on the
Contract.  SURETY shall be obligated, without duplication, for:

a. The responsibilities of CONTRACTOR for correction of defective or unsuitable
work and performance and completion of the Contract.
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b. Additional legal, design professional, and delay costs incurred by the OWNER
as a result of the Contractor's Default, and as a result of SURETY'S actions or
failures to act under Paragraph 5, above;

c. Liquidated damages as specified in the Contract, or, if no liquidated
damages are specified in the Contract, actual damages and consequential
damages incurred by the OWNER as a result of delayed performance or
nonperformance of Contract by the CONTRACTOR or the SURETY; and

d. Payment of all unpaid and due and owing fees or payments owed to the
OWNER  under the Contract at the time of the Contractor Default.

7. To the extent of payment to the SURETY of the Balance of the Contract Price, SURETY
shall defend, indemnify, and hold harmless OWNER from all claims, suits, causes of
actions, and demands (including all costs of litigation and a reasonable attorney's
fee), which are brought against the OWNER by the CONTRACTOR or by any other
party and which arise from or by reason of payment to the SURETY the Balance of
the Contract Price.

8. All notices to SURETY or CONTRACTOR shall be mailed or delivered to the respective
addresses shown on the signature page.  In the event of a change in address of
SURETY or CONTRACTOR, such party shall promptly provide notice to the OWNER
and the other party, with such notice to include the Contract number and this
Performance Bond number.

9. Any provision of this Performance Bond that conflicts with the statutory or legal
requirements of Michigan Public Act 213 of 1963 shall be deemed deleted here
from and the provisions of such statutory or other legal requirements shall be
deemed incorporated herein.

10. The law controlling the interpretation or enforcement of this Performance Bond shall
be Michigan law.

11. Definitions

a. Balance of the Contract Price:  The total amount payable by the OWNER to the
CONTRACTOR under the Contract after all proper adjustments have been
made, including change orders and credits due the OWNER, reduced by all
valid and proper payments made to or on behalf of the CONTRACTOR under
the Contract and reduced further by all direct costs and expenses incurred by
the OWNER as a result of the Contractor Default, including cots of additional
supervision or inspection by OWNER of the CONTRACTOR'S work under the
Contract and fees and expenses paid to consultants or others hired by the
OWNER for purposes of monitoring or investigating the CONTRACTOR'S work
under the Contract.

b. Contract:  The agreement between the OWNER and the CONTRACTOR
identified on the front page.
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c. Contractor Default:  "Contractor Default" shall mean the failure or refusal of the
CONTRACTOR, after written notice from the OWNER, to cure or remedy, or
commence to sure or remedy, a violation of the contract within the time for
such cure or remedy under the Contract.  "Contractor Default" shall also mean
the occurrence of an "event of default" or a "termination for cause" as those or
similar terms are defined or provided for in the Contract's terms, conditions, and
provisions.

Signed and Sealed This day of  ,20 

In the Presence of:  (fill-in name of contractor) 

WITNESS 

Principal 

Title 

WITNESS 

Surety 

Title 

Address of Surety 

Bond No. City    Zip Code 

Page 61 of 61


