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BID FOR 
JANITORIAL SERVICES           

 
This request provides all potential contractors with relevant information required to 
submit a bid for providing janitorial services at JEDCO’s Administrative Offices and 
Business Innovation Center. 

  
Background 
The Jefferson Parish Economic Development Commission (JEDCO) is seeking a 
contractor experienced in providing janitorial services for JEDCO’s Administrative Offices 
and Business Innovation Center which are approximately 12,000 square feet.  It is 
expected that a contract will be awarded following public advertisement for competitive 
bids, evaluation of those bids, selection of the best bid and approval by JEDCO’s Board of 
Commissioners.  Parties interested in competing for the project must submit bids in 
accordance with the instructions contained herein.   
 
The location is: 700 Churchill Parkway, Avondale, LA  70094 

 
Purpose 
NOTICE IS HEREBY GIVEN THAT THE BOARD OF COMMISSIONERS OF THE 
JEFFERSON PARISH ECONOMIC DEVELOPMENT COMMISSION (JEDCO) will 
receive bids at JEDCO’s Administration Building, at the Reception Desk located in the 
lobby of the building at 700 Churchill Parkway in Avondale on September 14, 2012 at 
or before the hour of 2:00 p.m. for janitorial maintenance and services. All qualified 
contractors must submit a sealed bid to furnish all necessary labor, supervision, 
materials, equipment and supplies to satisfactorily perform janitorial maintenance and 
services.  
 
Request of Bids may be picked up at the JEDCO’s Administration Building, 700 
Churchill Parkway, Avondale or by contacting Scott Rojas, at (504) 875-3916 or email 
at srojas@jedco.org. The Request for Bids will be available on JEDCO’s web site at 
www.jedco.org from August 9th to August 23rd.       
 
The Board of Commissioners reserves the right to reject any and all bids, to modify 
the terms of this bid either before or after the deadline for submission, negotiate with 
one or more of the contractors, to call for additional bids, or to refrain from accepting 
any bid.  This services agreement that JEDCO expects to award shall in no event 
become effective until an award of contract is approved by resolution of JEDCO’s 
Board of Commissioners. 
 
JEDCO’s policy in awarding this bids will be based primarily on the most qualified 
contractor and the monthly/annual or specialty services fees proposed. JEDCO will 
carefully investigate each contractor’s background and experience in the operation of 
like facilities. 
 
Biders must provide a minimum of three (3) references, with current contact information, 
for projects of similar scope and size completed within the last two years. 
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Schedule of Events      Date  
            
1. Bid Posted/Advertised     August 6 - 23, 2012   

2. Pre-Bid Conference      August 23, 2012  
 
3. Deadline to receive written inquiries   August 28, 2012  
 
4. Deadline to answer written inquiries   August 31, 2012   
 
5. Bid Receipt Date      September 14, 2012  
 
6. Selection of Contractor     September 19, 2012  
 
7. Contract Ratification via Board    September 27, 2012  

 
NOTE: The JEDCO reserves the right to deviate from these dates. 
 
 
Bid Submittal  
All bids shall be received by JEDCO on September 14, 2012 no later than 2:00 p.m. 
 
Important – Clearly mark outside of envelope, box or package with the following 
information and format: 
 

 Contractor Name: _______________________ 
 Bid No. 10005 
 Bid Receipt Date: ______________________ 

 
Bids will be received at: 
 
 Jefferson Parish Economic Development Commission (JEDCO) 
 700 Churchill Parkway 
 Avondale, Louisiana 70095 
 
Contractors are solely responsible for ensuring that its courier service provider makes 
inside deliveries to our physical location.  JEDCO is not responsible for any delays caused 
by the contractor’s chosen means of bid delivery. 
 
Contractors are solely responsible for the timely delivery of its bid.  Failure to meet the bid 
opening date and time shall result in rejection of the bid. 
 
BIDS WILL NOT BE OPENED PUBLICLY AND ONLY CONTRACTORS SUBMITTING 
BIDS SHALL BE IDENTIFIED ALOUD.  PRICES SHALL NOT BE READ. 
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Bid Response Format 
JEDCO will review the bids based on the following list of criteria: 

1. Contractor’s examples of providing janitorial services for similar sized 
buildings for a minimum of five years. 

2. Years in business, amount of relevant experience for a minimum of five 
years and evidence of a variety of experiences in the business. 

3. Contractor’s must meet or exceed JEDCO’s required Insurance coverage 
requirements, which are: 
a. Contractor shall procure and keep in force during the term of the 

Agreement, at Contractor's own cost and expense, the following 
policies of insurance with companies licensed to do business in the 
State of Louisiana. 

b. Workers' Compensation as required by law and Employer's Liability 
with limits of $500,000 per occurrence. 

c. General Liability (bodily injury and property damage) on an 
occurrence basis in an amount not less than $1 million per 
occurrence and at least $2 million in the aggregate. 

4. Review of contractor’s references. Minimum of three references are 
required. 

5. Contractor’s ability to provide quality and quantity of service. JEDCO will 
evaluate previous and proposed quality and quantity of service. 

6. Contractor’s ability to furnish all supplies, materials, and equipment 
necessary for the proper performance of the janitorial service. 

7. Contractor’s ability to provide all of the general contractor responsibilities 
and optional specialty services as specified. 

 
Bid Proposals 
Bids must be submitted according to the following instructions: 

 
Sealed bids will be received at JEDCO’s Administration Offices, at the 
Reception Desk located in the lobby of the building at 700 Churchill Parkway, 
Avondale, LA  70094, until 2:00 p.m. on September 14, 2012.  Bids will not be 
publicly opened.   

 
Rejection of Irregular Bids 
Bids not meeting the stated minimum terms and qualifications may be rejected by JEDCO 
as non-responsive. JEDCO reserves the right to waive any irregularities, technicalities, or 
informalities in any bid, and to reject any or all bids without cause. 
 
Review of Bids 
All bids will be reviewed by a committee consisting of representatives of JEDCO’s staff. 
This committee will review all bids, which meet the minimum qualifications. 
 
Number of Response Copies  
Each contractor shall submit one (1) signed original response along with six (6) additional 
copies of the bid.  Additional copies may be submitted on flash drive, CD-R and/or CD-RW 
media as long as data on the disc is formatted in Microsoft Word format. 
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Legibility/Clarity 
Responses to the requirements of this RFP in the formats requested are desirable with all 
questions answered in as much detail as practicable.  The contractor(s) response is to 
demonstrate an understanding of the requirements.  Proposals prepared simply and 
economically, providing a straightforward, concise description of the proposer(s) ability to 
meet the requirements of the RFP is also desired.  Each contractor is solely responsible 
for the accuracy and completeness of its proposal. 
 
Confidentiality 
All documents submitted to JEDCO are subject to the Louisiana Public Records Act, LSA-
R.S. 44:1 et seq., and may be released when a public records request is made by news 
media, competitors, or other interested parties, in accordance with the law. 
 
If a contractor deems any document submitted to JEDCO under this RFP contains 
confidential business data, trade secrets, proprietary information, or data not otherwise 
subject to public disclosure, under La. Const. Art I § 5, LSA-R.S. 44:4 or 4.1, or other 
provisions of law, the contractor shall clearly mark the documents as "Confidential" prior to 
delivering or making them available to JEDCO. 

1.    If JEDCO receives a request for the production or disclosure of documents 
so marked, it will decline disclosure and notify the contractor of such 
request; provided, however, that if any action is commenced against JEDCO 
under the Louisiana Public Records Act, LSA-R.S. 44:1 et seq., or otherwise 
seeking to compel production or disclosure of the documents, the Proposer 
or any other person asserting the confidentiality privilege of such documents 
shall defend, indemnify and hold JEDCO harmless from any costs, 
damages, penalties or other consequences of JEDCO's refusal to disclose 
or produce such documents. Failure of the Proposer to immediately 
intervene in such legal action, will authorize JEDCO to voluntarily provide 
the information for disclosure under the supervision of the court; 

3. JEDCO assumes no liability for disclosure or use of any document or portion 
of this RFP that has not been clearly marked as "confidential", or as 
otherwise constituting information exempt from the Louisiana Public Records 
Act, and may use or disclose such unmarked documents as public records. 

4. The contractor is to mark the cover sheet of the proposal with the following 
legend, specifying the pages of the proposal which are to be restricted in 
accordance with the conditions of the legend: 

“The data contained in Pages _____ of the proposal have been 
submitted in confidence and contain trade secrets and/or 
privileged or confidential information and such data shall only 
be disclosed for evaluation purposes, provided that if a 
contract is awarded to this contractor as a result of or in 
connection with the submission of this proposal, JEDCO shall 
have the right to use or disclose the data therein to the extent 
provided in the contract.  This restriction does not limit 
JEDCO’s right to use or disclose data obtained from any 
source, including the contractor, without restrictions.” 

Further, to protect such data, each page containing such data shall be specifically 
identified and marked “CONFIDENTIAL.” 
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The contractor shall not mark the entire proposal "confidential" or as information 
constituting an exception to Louisiana's Public Records Act.  If an entire response, 
submittal or proposal is so marked, JEDCO shall not consider the proposal for an award of 
the contract. 

 
Nothing herein shall prohibit JEDCO from making any proposal, including confidential 
business data, trade secrets, and proprietary information contained therein, available to 
any other agency, person or organization for the sole purpose of assisting JEDCO in its 
evaluation of the proposal. JEDCO shall require said individuals to protect the 
confidentiality of any specifically identified proprietary information or privileged business 
information obtained as a result of their participation in these evaluations. 
 
Pre-proposal Conference  
A mandatory pre-proposal conference is scheduled for interested contractor on August 23, 
2012 starting promptly at 2:00 p.m. in the JEDCO’s Executive Board Room, 700 Churchill 
Parkway, Avondale, LA  70094.  
 
All contractors are required to tour the site at that time. Inquiries for specific information 
will not be entertained prior to the aforementioned tours. 
 
Contractors must attend the mandatory site walk through to submit bid proposals. 
 
Inquiry Periods 
 
An initial inquiry period is hereby firmly set for all interested contractors to perform a 
detailed review of the RFP documents and to submit any written questions relative 
thereto.  Without exception, all questions MUST be in writing (even if an answer has 
already been given to an oral question during the Pre-proposal conference) and received 
by the close of business on August 28, 2012.  Initial inquiries shall not be entertained 
thereafter. 
 
JEDCO shall not and cannot permit an open-ended inquiry period, as this creates an 
unwarranted delay in the procurement cycle and operations of our agency and 
departments.  JEDCO reasonably expects and requires responsible and interested 
contractors to conduct their in-depth proposal review and submit inquiries in a timely 
manner. 
 
Further, we realize that additional questions or requests for clarification may generate 
from JEDCO’s addendum responses to the inquiries received during the initial inquiry 
period.  Therefore, a final 3-day inquiry period shall be granted.  Questions relative to the 
addendum shall be submitted by the close of business three working days from the date 
the addendum is posted.  If necessary, another addendum will be issued to address the 
final questions received.  Thereafter, all proposal documents, including but not limited to 
the specifications, terms, conditions, plans, etc., will stand as written and/or amended by 
any addendum issued as a result of the final inquiry period. 
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No negotiations, decisions, or actions shall be executed as a result of any oral discussions 
with any JEDCO employee or consultant.  JEDCO shall only consider written and timely 
communications from proposers. 
 
Inquiries shall be submitted in writing by an authorized representative of the contractor, 
clearly cross-referenced to the relevant solicitation section.  Only those inquiries received 
by the established deadline shall be considered by JEDCO.  Answers to questions that 
change or substantially clarify the solicitation shall be issued by addendum and provided 
to all prospective contractors. 
 
Inquiries concerning this solicitation may be delivered by mail, express courier, e-mail, 
hand, or fax to: 
 
 Jefferson Parish Economic Development Commission (JEDCO) 
 700 Churchill Parkway 
 Avondale, Louisiana 70094 
 Phone:(504) 875-3908  Fax:(504) 875-8923 
 
 
Required Affidavits 
All persons or firms who are under contract which was awarded on a non-bid basis with 
JEDCO or with any of its agencies, divisions or special districts or who submit  responses 
to any request for submittals to contract on a non-bid basis with JEDCO or with any of its 
agencies, divisions or special districts must identify all subcontractors and persons, 
excluding full time employees of the firm, who would assist in providing services or 
materials under the contract or who would share in any fees, commissions or other 
remuneration under the contract. Each such subcontractor or person shall submit all 
documents and information required by this section. Substitutions or subsequent addition 
of subcontractors or other persons to the contract must be ratified by JEDCO’s Board of 
Commissioners. The person or firm under contract shall provide to the commissioners 
detailed justification of the need for any such additional subcontractor or person. With 
each invoice submitted, the person or firm holding said non-bid contract shall 
acknowledge that no subcontractors or other persons have been added to the contract 
without prior council approval by resolution. Failure to comply with this section shall result 
in penalties imposed upon the person or firm under contract as set forth in section 2-935.1 
for professional service providers. 

  
In addition, the person or firm contracting or proposing to contract with JEDCO or with any 
of its agencies, divisions or special districts on a non-bid basis must submit prior to the 
ratification by the Board of Commissioners of the contract or contract amendment:  

1.   An affidavit attesting:  
a. That the affiant has not and will not employ any person either directly 

or indirectly to secure the public contract under which he is to receive payment, 
other than persons regularly employed by the affiant whose service in connection 
with the provision or procuring of insurance under the contract or in securing the 
public contract are in the regular course of their duties for the affiant; and  

b. That no part of the contract price was paid or will be paid to any 
person for soliciting the contract other than the payment of normal compensation to 
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persons regularly employed by the affiant whose services with the project are in the 
regular course of their duties for the affiant; and  
2.   An affidavit attesting to:  

a. Any and all campaign contributions that the affiant has made to 
elected officials of Jefferson Parish during the current term; and 

b. Any and all debts owed by the affiant to any elected or appointed 
official of Jefferson Parish, and any and all debts owed by any elected or appointed 
official of Jefferson Parish to the affiant; and attesting:  

c. That the affiant has not made any contribution to or in support of 
elected officials of the parish through or in the name of another person or firm either 
directly or indirectly.  

  
For purposes of this Section, “subcontractors” in contracts with insurance agents of record 
or for the provision of insurance for Jefferson Parish or for any of its agencies, divisions or 
special districts, including, but not limited to Jefferson Parish Hospital Service Districts No. 
1 and Jefferson Parish Hospital Service District No. 2, shall include any person or firm 
who would assist in providing insurance under the contract or who would share in the 
commissions generated by the placement of insurance under the contract, excluding full 
time employees of the primary firm under contract. Notwithstanding any provision of this 
Section to the contrary, however, nothing herein shall prohibit an insurance producer of 
record or agent from using the services of a wholesale broker for the placement of 
insurance coverage without prior approval of the use of said wholesale broker by the 
Council, provided that the name of the wholesale broker and the amount of the broker’s 
fee is disclosed on the invoice for the placement of any insurance using the broker’s 
services and that the Risk Management Department provides a copy of said invoice to 
each member of the  Council within five days of the Department’s receipt of the invoice. 

 
That any person or firm who is a party to a non-bid contract with JEDCO or with any of its 
agencies, divisions or special districts as of the effective date of this ordinance and who is 
not in compliance with the terms of Section 2-923 of the Jefferson Parish Code of 
Ordinances as enacted by this ordinance shall have thirty days from the effective date of 
this ordinance to either sever any contractual relationships which would cause the person 
or firm to be in noncompliance with said section, or to fully comply with the provisions of 
Section 2-923 by submitting all documentation and disclosures required by that section. 
The JEDCO Board of Commissioners reserves the right to rescind any contract with any 
person or firm which does not come into compliance with this ordinance within the 
specified time; or which, after complying with the documentation and disclosure 
requirements of this section, is deemed to be in violation of any applicable legal, 
contractual or ethical requirements or provisions. 
 
Changes, Addenda, Withdrawals 
If the contractor needs to submit changes or addenda, such shall be submitted in writing, 
signed by an authorized representative of the proposer, cross-referenced clearly to the 
relevant proposal section, in a sealed envelope, prior to the proposal opening.  Such shall 
meet all requirements for the proposal.  If the proposer chooses to withdraw his proposal 
response, the withdrawal notice shall be in writing and received prior to proposal receipt. 
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Cost of Offer Preparation 
The contractor assumes sole responsibility for any and all costs associated with the 
preparation and reproduction of any offer submitted in response to the RFP and 
preparation for oral presentations/discussions and other such expenses, and shall not 
include this cost or any portion thereof in the offered contract price and terms.  
 
Non-negotiable Contract Terms 
Non-negotiable contract terms include but are not limited to taxes, assignment of contract, 
audit of records, EEOC and ADA compliance, record retention, content of contract/order of 
precedence, contract changes, force majeure, governing law, claims or controversies, and 
termination based on contingency of appropriation of funds.   
 
Taxes 
Any taxes, if applicable, shall be assumed to be included within the contractor’s cost. 
 
Proposal Validity 
All proposals shall be considered valid for acceptance until such time an award is made, 
unless the contractor provides for a different time period within its proposal response.  
However, JEDCO reserves the right to reject a proposal if the Proposer’s response is 
unacceptable and the contractor is unwilling to extend the validity of its proposal. 
 
Prime Contractor Responsibilities 
The selected contractor shall be required to assume responsibility for all items and 
services offered in his proposal whether or not he produces or provides them.  JEDCO 
shall consider the selected contractor to be the sole point of contact with regard to 
contractual matters, including payment of any and all charges resulting from the contract. 
 
Acceptance of Proposal Content 
The mandatory RFP requirements shall become contractual obligations if a contract 
ensues.  Failure of the successful contractor(s) to accept these obligations shall result in 
the rejection of the proposal. 
 
Contract Negotiations 
If for any reason the contractor whose proposal is most responsive to the JEDCO’s needs, 
price and other evaluation factors set forth in the RFP considered, does not agree to a 
contract, that proposal shall be rejected and JEDCO may negotiate with the next most 
responsive contractor.  Negotiation may include revision of non-mandatory terms, 
conditions, and requirements.  JEDCO must approve the final contract form and issue a 
purchase order, if applicable, or contract, to complete the process. 
 
Cancellation of RFP or Rejection of Proposals 
JEDCO reserves the right to reject any or all proposals received in response to this RFP, 
or to cancel this RFP if it is in the best interest of JEDCO to do so. 
 
Evaluation and Selection 
All responses received as a result of this RFP are subject to evaluation by JEDCO 
Evaluation Committee for the purpose of selecting the contractor with whom JEDCO shall 
contract. 
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To evaluate all proposals, a committee consisting of representatives of JEDCO’s staff 
whose expertise in various areas has been selected.  This committee will determine which 
proposals are reasonably susceptible of being selected for award.  If required, written or 
oral discussions may be conducted with any or all of the contractors to make this 
determination. 
 
Written recommendation for award shall be made to JEDCO for the contractor(s) whose 
proposal(s), conforming to the RFP, will be the most advantageous to JEDCO, price and 
other factors considered. 
 
The committee may reject any or all proposals if none are considered in the best interest 
of JEDCO. 
 
Award 
Award shall be made to the contractor(s) whose proposal, conforming to the RFP,  
will be the most advantageous to JEDCO, considering price and other factors considered. 
 
The award may be made on the basis of the initial offer or as noted. 
 
Notice of Intent to Award 
The evaluation committee’s recommendation for award shall be forwarded to the JEDCO’s 
Board of Commissioners for selection. 
 
After the selection, JEDCO will notify all unsuccessful contractors as to the outcome of the 
evaluation process. 
 
Indemnification 
Notwithstanding the above, the successful contractor shall protect, defend, indemnify, 
save and hold harmless JEDCO, its agencies, boards and commissions, its officers, 
agents, servants and employees, including volunteers, from and against any and all 
claims, demands, expense and liability arising out of injury or death to any person or the 
damage, loss or destruction of any property which may occur or in any way grow out of 
any act or omission of the successful contractor, its agents, servants, and employees and 
any and all costs, expense and/or attorney fees incurred by the successful proposer as a 
result of any claim, demands, and/or causes of action except those for claims, demands, 
and/or causes of action arising out of the negligence of JEDCO, its agents, and/or 
employees.  The successful contractor agrees to investigate, handle, respond to, provide 
defense for and defend any such claims, demand or suit at its sole expense and agrees to 
bear all other costs and expenses related thereto, even if it is groundless, false or 
fraudulent. 
 
Termination 
JEDCO may terminate this contract for cause based upon the failure of the contractor to 
comply with the terms and/or conditions of the contract; provided   
JEDCO shall give the contractor written notice specifying the contractor’s failure.  If within 
ten (10) days after receipt of such notice, the contractor shall not have either corrected 
such failure or thereafter proceeded diligently to complete such correction, then JEDCO 
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may, at its option, place the contractor in default and the contract shall terminate on the 
date specified in such notice.  The contractor may exercise any rights available to it under 
Louisiana Law to terminate for cause upon the failure of JEDCO to comply with the terms 
and conditions of this contract; provided that the contractor shall give JEDCO written 
notice specifying JEDCO’s failure. 
 
JEDCO may terminate any contract entered into as a result of this RFP at any time by 
giving thirty (30) days written notice to the contractor.  The contractor shall be entitled to 
payment for deliverables in progress, to the extent work has been performed satisfactorily. 
 
The continuance of this contract is contingent upon the appropriation of funds to fulfill the 
requirements of the contract by the JEDCO Board of Commissioners.  If the Board of 
Commissioners fails to appropriate sufficient monies to provide for the continuation of the 
contract, the contract shall terminate on the date of the beginning of the first fiscal year for 
which funds are not appropriated. 
 
Assignment 
Assignment of contract, or any payment under the contract, requires the advanced written 
approval of JEDCO’s Board of Commissioners. 
 
No Guarantee of Quantities 
JEDCO does not guaranty that items listed in scope of work will provide a complete 
system.  The contractor shall provide all materials, labor, and equipment, whether 
specified or not, to provide a complete working system.   
 
The quantities referenced are estimated.  In the event a greater or lesser quantity is 
needed, the right is reserved by JEDCO to increase or decrease the amount, at the unit 
price stated in the proposal.  JEDCO does not obligate itself to contract for or accept more 
than their actual requirements during the period of this agreement, as determined by 
actual needs and availability of appropriated funds. 
 
Audit of Records 
The monitoring and auditing of the contractor’s records shall be allowed to JEDCO and 
any other appropriate entity. 
 
EEOC and ADA Compliance 
The contracting party agrees to abide by the requirements of the following as applicable: 
Title VI and VII of the Civil Rights Act of 1964, as amended by the Equal Opportunity Act 
of 1972, Federal Executive Order 11246, the Federal Rehabilitation Act of 1973, as 
amended, the Vietnam Era Veteran’s Readjustment Assistant Act of 1974, Title IX of the 
Education Amendments of 1972, the Age Discrimination in Employment Act of 1972, and 
the Contracting Party agrees to abide by the requirements of the American with 
Disabilities Act of 1990. 
 
The contracting party shall keep informed of and comply with all federal, state and local 
laws, ordinances and regulations which affect his employees or prospective employees. 
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Any act of discrimination committed by the contracting party, or failure to comply with 
these statutory obligations, when applicable, shall be grounds for termination of this 
contract. 
 
Record Retention 
The contractor shall maintain all records in relation to this contract for a period of at least 
three (3) years. 
 
Record Ownership 
All records, reports, documents, or other material related to any contract resulting from 
this RFP and/or obtained or prepared by contractor in connection with the performance of 
the services contracted for herein shall become the property of JEDCO, and shall, upon 
request, be returned by contractor to JEDCO, at Contractor’s expense, at termination or 
expiration of this contract. 
 
Content of Contract/Order of Precedence 
In the event of a conflict among documents, the order of precedence which shall govern is 
as follows: 1) the final contract; 2) the RFP and addenda (if any); and 3) the contractor’s 
proposal. 
 
Contract Changes 
No additional changes, enhancements, or modifications to any contract resulting from this 
RFP shall be made without the prior approval of JEDCO’s Board of Commissioners. 
 
Changes to the contract include any change in: compensation; beginning/ending date of 
the contract; scope of work; and/ or contractor change through the assignment of contract 
process.  Any such changes, once approved, will result in the issuance of an amendment 
to the contract. 
 
Substitution of Personnel 
JEDCO intends to include in any contract resulting from this RFP the following condition: 
 
Substitution of Personnel: If, during the term of the contract, the contractor or 
subcontractor cannot provide the personnel as proposed and requests a substitution, that 
substitution shall meet or exceed the requirements stated herein.  A detailed resume of 
qualifications and justification is to be submitted to JEDCO for approval prior to any 
personnel substitution.  It shall be acknowledged by the contractor that every reasonable 
attempt shall be made to assign the personnel listed in the contractor’s proposal. 
 
Force Majeure 
The contractor or JEDCO shall be exempted from performance under the contract for any 
period that the contractor or JEDCO is prevented from performing any services in whole or 
in part as a result of an act of God, strike, war, civil disturbance, epidemic or court order, 
provided the contractor or JEDCO has prudently and promptly acted to take any and all 
corrective steps that the contractor or JEDCO can promptly perform.  Subject to this 
provision, such nonperformance shall not be considered cause or grounds for termination 
for the contract. 
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Governing Law 
All activities associated with this RFP process shall be interpreted under Louisiana Law.  
All proposals and contracts submitted are subject to provisions of the laws of the State of 
Louisiana and Jefferson Parish Code of Ordinances; purchasing rules and regulations; 
standard terms and conditions, including specifications listed in this RFP. 
 
Claims or Controversies  
Contractor does, by signing a contract pursuant to this RFP with JEDCO, agrees that the 
contract is made under the laws of the State of Louisiana, and for all purposes shall be 
interpreted in its entirety in accordance with the laws of said State.  The contractor hereby 
agrees and consents to the jurisdiction of the courts of the State of Louisiana over its 
person.  The parties hereto agree that the sole and exclusive venue for any suit or 
proceeding brought pursuant to this contract shall be the 24th Judicial District Court for the 
Parish of Jefferson, State of Louisiana. 
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PART II - SCOPE OF WORK/SERVICES 
The Jefferson Parish Economic Development Commission (JEDCO) will finish a log book 
for the purposes of relaying concerns received throughout the day to the selected 
contractor.  This log book will be kept at the reception desk and be available to the 
contractor’s review prior to each cleaning.   

 
JEDCO’s Administrative Offices, Finance Building and Business Innovation Center 
common areas are to be serviced Monday, Wednesday and Friday and should include all 
of the following at each cleaning: 

1. All exterior building entrances and plaza shall be cleaned and swept as needed. 
2. All interior and exterior trash receptacles shall be emptied and trash removed to 

the dumpster located in the south of the employee parking area.  Install new 
trash liners provided by the contractor. 

3. All floor mats and floors under mats cleaned. 
4. Clean water fountains with a germicidal detergent and polished after cleaning. 
5. Clean and polish stainless steel in and around elevators.  Clean all floors, walls, 

etc. inside elevators. 
6. All entrance doors and windows shall be totally cleaned inside and outside with 

a soft, clean, lint-free cloth, with glass cleaner. 
7. All other interior glass windows shall be spot cleaned as necessary.      
8. All tile and hard surfaces floors must be swept, dust mopped with treated mop, 

and damp mopped. 
9. Vacuum all carpet nightly and spot clean stains as needed.   
10. All exterior building entrances and plaza shall be cleaned and swept as needed. 
11. Paper and trash removed from all hallways and public spaces. 
12. Kitchens (two kitchen areas and one coffee bar): 
13. Damp wipe tables tops, countertops and seats in all kitchen areas. 
14. Empty trash receptacles and install new trash liners provided by the contractor.  

Wipe with germicidal disinfectant cleaner, if needed. 
15. Scour and disinfect all basins, bowls and fixtures. 
16. Restrooms  (three sets of restrooms): 

a) Restroom receptacles shall be filled in all bathrooms with soap, paper 
towels and toilet paper provided by the contractor. 

b) Empty trash receptacles and install new trash liners provided by the 
contractor.  Wipe with germicidal disinfectant cleaner, if needed. 

c) Clean and polish mirrors. 
d) Toilets and urinals shall be cleaned and disinfected inside and outside.  

Polish all bright work. 
e) Toilet seats shall be cleaned and disinfected on both sides. 
f) Wet mop and rinse restroom floors with disinfectant. 
g) All walls and partitions shall be cleaned to remove spots and splashes. 
h) Scour and disinfect all basins, bowls and fixtures. 
i) Empty sanitary napkin receptacles and damp wipe with disinfectant, 

install paper liners provided by the contractor.  
 

Additionally, contractor should be equipped with a beeper or cellular phone and be 
available in the event of an emergency for callouts (if chargeable - priced per call).   
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Weekly Services: 
1. Dust all surfaces of desks, file cabinets, furniture, chairs, tables pictures (and 

frames), window sills and ledges with a damp cloth. 
2. All toilets, urinals and bathroom partitions shall be washed and disinfected. 

 
Monthly Services:  

1. Dust above hand height, including but not limited to vents, fixtures, cabinets, 
vending machines, door frames, shelves, pictures (and frames), etc. 

2. Remove finger prints and marks from lights switches, door frames and areas 
around door handles. 

3. Vacuum all upholstered furniture. 
4. All walls, doors, frames and baseboards shall be cleaned as needed. 
5. Interior and exterior trash receptacles shall be washed as needed. 
6. All interior windows and glass doors shall be totally cleaned with a soft, clean, 

lint-free cloth, with glass cleaner. 
7. Exterior stairways shall be swept and dusted for cob webs. 
8. Exterior handrails shall be cleaned as needed. 

 
Quarterly Services: 

1. All A/C vents, ductwork, diffusers (supply, exhaust and return) and light fixtures 
shall be cleaned (dusted and free of bugs) every quarter.   

 
Additional Services Requested (please price separately): 
 
Limited Tuesday and Thursday services for JEDCO’s Administrative Offices, Finance 
Building and Business Innovation Center common areas to include only the following  
 
Priced monthly: 

1. All interior and exterior trash receptacles shall be emptied and trash removed to 
the dumpster located in the south of the employee parking area.  Install new 
trash liners provided by the contractor. 

2. Restrooms  (three sets of restrooms): 
a. Restroom receptacles shall be filled in all bathrooms with soap, paper 

towels and toilet paper provided by the contractor. 
b. Empty trash receptacles and install new trash liner provided by the 

contractor.  Wipe with germicidal disinfectant cleaner, if needed. 
c. Clean and polish mirrors. 
d. Empty sanitary napkin receptacles and damp wipe with disinfectant, 

install paper liners provided by the contractor. 
3. All trash receptacles shall be emptied and trash removed to the dumpster 

located in the south of the employee parking area.  Install new trash liners 
provided by the contractor. 

4. Stained concrete floors must be swept, dust mopped with treated mop, and 
damp mopped. 

5. All office doors and windows shall be totally cleaned inside and outside with a 
soft, clean, lint-free cloth, with glass cleaner. 

 
Priced per cleaning: 
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All interior and exterior windows cleaned to remove dirt and residue for glass and window 
frames.   
 
Priced per cleaning: 
Press washing all exterior surfaces to remove dirt, residue, insects, etc.  
 
Period of Agreement 
The term of any contract resulting from this solicitation shall begin on (or about) October 1, 
2012 and shall terminate on September 30, 2013. 
 
Price Schedule 
Proposer shall provide a price schedule for all requested items.  Prices submitted shall be 
firm for the term of the contract.  Prices should include delivery of all items F.O.B. 
destination. 
 
Deliverables 
The deliverables listed in this section are the minimum desired from the successful 
Proposer.  Every Proposer should describe what deliverables will be provided per their 
proposal, and how the proposed deliverables will be provided. 
 
Location 
The location the service is to be performed is 700 Churchill Parkway, Avondale, LA  
70094.  
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PROFESSIONAL SERVICES AGREEMENT 

THIS AGREEMENT, made and entered into on this ___ day of _________, 2012, by and 
between the Jefferson Parish Economic Development and Port District herein represented by its 
Executive Director, Lucien Gunter, (hereinafter referred to as “JEDCO”), and _________, a 
Louisiana business corporation, represented herein by _________, its duly authorized _________ 
(hereinafter referred to as the FIRM). JEDCO and FIRM may be referred to herein as “Party”, 
individually, and “Parties”, collectively. 

 
I. Administration of Contract 

All work shall be under the direction of JEDCO’s Executive Director, hereinafter 
called the DIRECTOR, and all related activities and materials shall be submitted to 
JEDCO’s Director of Facilities and Information Technologies, and all approvals and 
administration of this Agreement shall be through said Director.  

II. Scope of Services/Deliverables 
The selected FIRM will be required to furnish all necessary labor, supervision, 

materials, equipment and supplies to satisfactorily perform janitorial services at JEDCO’s 
Administrative Office and Business Innovation Center.   During the term of this agreement, 
FIRM shall provide services as documented in Exhibit A attached hereto and made a part 
hereof. 

If JEDCO desires to divide the Project into various parts, a Notice to Proceed shall 
be issued for each part, and JEDCO and the FIRM shall mutually agree upon the period of 
time within which services for each part of the Project shall be performed. The FIRM will 
be given time extensions for delays beyond their control or for those caused by tardy 
approvals of work by JEDCO, but no additional compensation shall be allowed for such 
delays. 

III. Records, Accounts and Reports 
5.1  Books and Records. FIRM shall maintain adequate books of account with respect to 

its services, in accordance with generally accepted accounting principles in a form and method 
acceptable to JEDCO.  FIRM shall permit JEDCO and JEDCO’s agents from time-to-time to 
inspect copy and audit during FIRM’S normal business office hours the books and records 
pertaining to the services provided under this agreement.  Any audit or inspection shall be by 
written notice from JEDCO to FIRM.  JEDCO’s right to audit, inspect, and make copies of FIRM’s 
records shall be at the sole expense of JEDCO.   

5.2  Periodic and/or Annual Reports. At any time, JEDCO may request that the 
FIRM, with the minimum of ten (10) days written notice, prepare and/or produce a report 
of the results of operations, as it pertains to this agreement, in the previous fiscal year 
prepared in accordance with generally accepted accounting principles. The report must be 
prepared and certified by an independent certified public accounting firm. (For purposes of 
this agreement, each “fiscal year” begins on January 1 and ends on December 31 of the 
same year.) 

IV.  Personnel 
6.1  Employees. FIRM shall employ and supervise personnel with appropriate 

qualifications and experience and in sufficient numbers to provide all services required 
under this agreement. All persons engaged by FIRM shall be the sole and exclusive 
employees of FIRM and shall be paid by FIRM. FIRM shall pay all applicable social 
security, unemployment, workers’ compensation and other employment taxes. 

6.2  Appropriate Personnel.  FIRM shall provide only trained personnel. FIRM’S 
employees shall conduct themselves at all times in a proper and respectful manner in 
accordance with JEDCO’s employee policy. If JEDCO determines that any employee of 
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the FIRM is unsatisfactory in any material respect, JEDCO may request FIRM to exclude 
the employee or employees from work under this contract.   

6.3 Non-Discrimination. FIRM shall not discriminate against any employee or 
applicant for employment because of age, race, creed, sex, color or national origin. 

V. Assignment 
Neither JEDCO nor the FIRM shall assign, sell, transfer or otherwise convey any 

interest in this agreement, including any monies due or to become due to the FIRM under 
the contract, without the prior written consent of the other, nor without the consent of the 
surety unless the surety has waived its right to notice of assignment. Unless specifically 
stated to the contrary in any written consent, no assignment, sale, transfer, or conveyance 
will act as a release or discharge of a party from any duty or responsibility under this 
agreement. 

VI. Use of Subcontractors 
If the Firm intends to use the services of a subcontractor to provide expertise in economic 
development assessment/marketing, research and polling, etc. to meet the goals, 
objectives and strategies for each deliverable, the Firm shall: 

(a.)Not engage the services of any additional subcontractor without the prior written 
approval of JEDCO. 

(b.)Furthermore, the FIRM shall not substitute any subcontractor(s) without the 
written approval of JEDCO. 

VII. Termination or Suspension 
  JEDCO may terminate this contract for cause based upon the failure of the FIRM 
to comply with the terms and/or conditions of the contract; provided that JEDCO shall give 
the FIRM written notice specifying the FIRM’s failure.  If within ten (10) days after receipt 
of such notice, the FIRM shall not have either corrected such failure and thereafter 
proceeded diligently to complete such correction, then JEDCO may, at its option, place 
the FIRM in default and the contract shall terminate on the date specified in such notice.  
The FIRM may exercise any rights available to it under Louisiana law to terminate for 
cause upon the failure of JEDCO to comply with the terms and conditions of this contract; 
provided that the FIRM shall give JEDCO written notice specifying JEDCO’s failure.   
 JEDCO may terminate this contract at any time by giving thirty (30) days written 
notice to the FIRM.  After notice is given, the FIRM is entitled to payment for the 
deliverables in progress only up to the date notice is given.  

VIII.  Notice 
Any communications to be given hereunder concerning this Professional Service 

Agreement by either Party to the other shall be deemed to be duly given if set forth in writing and 
personally delivered or sent by mail, registered or certified, postage prepaid with return receipt 
requested, as follows: 
 
FIRM 
_________ 
_________ 
_________ 
_________ 
 
 
 
 
Lucien Gunter 

Executive Director 
JEDCO 
700 Churchill Parkway 
Avondale, LA  70094 
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 Written notices hereunder delivered personally shall be deemed communicated as 
of actual receipt; mailed notices shall be deemed communicated five (5) days after deposit 
in the mail, post prepaid, certified, in accordance with this Paragraph. 
 

IX. Independent Contractor 
While in the performance of services or carrying out the obligations under this 

agreement, FIRM shall be acting in the capacity of independent contractor and not as 
employee of JEDCO, and not as partner of, or joint venturer of JEDCO. JEDCO shall not 
be obliged to any person, firm or corporation for any obligations of FIRM arising from the 
performance of their services under this agreement.  

The parties hereto acknowledge and agree that JEDCO shall not: 
(a)  withhold federal or state income taxes; 
(b)  withhold federal social security tax (FICA); 
(c)  pay federal or state unemployment taxes for the account of FIRM;  or 
(d) pay workman’s compensation insurance premiums for coverage for FIRM. 
 
FIRM agrees to be responsible for and to pay all applicable federal income taxes, 

federal social security tax (or self-employment tax in lieu thereof) and any other applicable 
federal or state unemployment taxes. 

FIRM agrees to indemnify and hold JEDCO harmless from any and all federal 
and/or state income tax liability, including taxes, interest and penalties, resulting from 
JEDCO’S treatment of FIRM as an independent contractor. FIRM further agrees to 
reimburse JEDCO for any and all costs it incurs, including, but not limited to, accounting 
fees and legal fees, in defending itself against any such liability. 

X. Insurance 
FIRM shall secure and maintain at its expense such insurance that will protect it, 

JEDCO and the PARISH, from claims under the Workmen's Compensation Acts and from 
claims for bodily injury, death or property damage which may arise from the performance 
of services under this agreement. All certificates of insurance shall be furnished to JEDCO 
and shall provide that insurance shall not be canceled without thirty (30) days prior notice 
of cancellation given to JEDCO, in writing, on all of the required coverage provided to 
JEDCO. JEDCO may examine the policies at any time and without notice. 
A. ALL POLICIES AND CERTIFICATES OF INSURANCE OF THE FIRM SHALL CONTAIN THE 

FOLLOWING CLAUSES: 
1.    FIRM insurers will have no right of recovery or subrogation against JEDCO, it being 

the intention of the parties that the insurance policy so affected shall protect both 
parties and be the primary coverage for any and all losses covered by the below 
described insurance.  

2.  JEDCO shall be named as additional insured as regards to general liability with 
respect to negligence by FIRM. 

3.  The insurance company(ies) issuing the policy or policies shall have no recourse 
against JEDCO for payment of any premiums or for assessments under any form 
of policy.   

4.  Any and all deductible in the below described insurance policies shall be assumed 
by and be at the sole risk of FIRM. 

B.  Prior to the execution of this agreement FIRM, shall provide at its own expense, proof 
of the following insurance coverage required by the contract to JEDCO by insurance 
companies authorized to do business in the State of Louisiana. Insurance is to be 
placed with insurers with an A.M. Best Rating of no less than A:VI.  

1.  Commercial General Liability Insurance with a Combined Single Limit of at least 
$1,000,000.00 per occurrence for bodily injury and property damage. This 



  22

insurance shall include coverage for bodily injury and property damage. 
All policies of insurance shall meet the requirements of JEDCO prior to the commencing of 

any work. JEDCO has the right but not the duty to approve all insurance policies prior to 
commencing of any work. If at any time any of the said policies shall be or becomes unsatisfactory 
to JEDCO as to form or substance; or if a company issuing any such policy shall be or become 
unsatisfactory to JEDCO, FIRM shall promptly obtain a new policy, submit the same to JEDCO for 
approval and submit a certificate thereof as provided above. 

Upon failure FIRM to furnish, to deliver and maintain such insurance as above 
provided, this contract, at the election of JEDCO, may be forthwith declared suspended, 
discontinued or terminated. Failure of FIRM to take out and/or to maintain insurance shall 
not relieve FIRM from any liability under the contract, nor shall the insurance requirements 
be construed to conflict with the obligation of FIRM concerning indemnification. 

XI. General 
FIRM shall indemnify and hold harmless JEDCO against any and all claims, 

demands, suits, costs, liabilities or judgments for sums of money, and fines or penalties 
asserted by any party, firm or organization for loss of life or injury or damages to person or 
property, growing out of, resulting from, or by reason of any negligent acts, errors, and/or 
omissions by FIRM, its agents, servants or employees, while engaged upon or in 
connection with the services required to be performed by FIRM under this AGREEMENT. 

Further, FIRM hereby agrees to indemnify JEDCO for all reasonable expenses and 
attorney’s fees incurred by or imposed upon JEDCO in connection therewith for any loss, 
damage, injury or other casualty pursuant to this section. FIRM further agrees to pay all 
reasonable expenses and attorney’s fees incurred by JEDCO in establishing the right to 
indemnity pursuant to the provisions of this section. 

FIRM warrants that it has not employed or retained any company or person, other 
than a bona-fide employee working solely for the FIRM, to solicit or secure this contract, 
and that it has not paid or agreed to pay any company or person, other than bona-fide 
employees working solely for the FIRM, any fee, commission, percentage, brokerage fee, 
gifts, or any other consideration, contingent upon or resulting from the award or making of 
this contract. For breach or violation of this warranty, JEDCO shall have the right to annul 
this contract without liability.  

FIRM agrees to exercise its best judgment in the preparation and placing of all 
advertising and publicity for JEDCO with a view to avoiding any claims, proceedings or 
suits being made or instituted against you or ourselves. It is agreed, however, that JEDCO 
will indemnify the FIRM against any loss we may incur as the result of any claim, suit or 
proceeding made or brought against the Firm based upon any advertising or publicity 
which FIRM prepared for JEDCO based upon: 

1. Assertions made for any of JEDCO’s products or services, or any of the 
products or services of any of JEDCO’s competitors in any advertising or 
publicity which FIRM prepares for JEDCO based on information JEDCO 
provides FIRM and which JEDCO approves in writing before its publication 
or broadcast unless due to FIRM’s negligence; and/or 

2. Any advertising element which is furnished by JEDCO to FIRM and which 
allegedly violates the personal or property rights of anyone. 

This agreement shall be binding upon the successors and assigns for the parties hereto. 
This agreement being for the personal services of FIRM, shall not be assigned or subcontracted in 
whole or in part by FIRM as to the services to be performed hereunder without the written consent 
of JEDCO, which shall not be unreasonably withheld, conditioned, or delayed.  

This agreement shall be deemed to be a contract made under the laws of the State 
of Louisiana, and for all purposes shall be interpreted in its entirety in accordance with the 
laws of said State.  The FIRM hereby agrees and consents to the jurisdiction of the courts 
of the State of Louisiana over its person.  The parties hereto agree that the sole and 
exclusive venue for any suit or proceeding brought pursuant to this contract shall be the 
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24th Judicial District Court for the Parish of Jefferson, State of Louisiana. 
This agreement represents the entire Agreement between JEDCO and FIRM. This 

Agreement may only be amended in writing by authority of JEDCO and a Jefferson Parish 
Council Resolution, and must be signed by both JEDCO and FIRM.  Should there be any 
conflict among contract documents, the RFP and the FIRM’S proposal, the following order 
of precedence shall govern the resolution of the conflict: 

1) the contract document; 
2) Firm’s written proposal  

 
This agreement is executed in 4 originals.  IN TESTIMONY WHEREOF, they have 
executed this agreement, the day and year first above written. 
 
 
WITNESSES:               JEDCO 

 
________________________  BY:  ____________________________  
       Lucien Gunter 
                Executive Director 
 
________________________ 

 
 
 

WITNESSES:   FIRM  
 

 
_________________________  BY:  _________________________ 
                  
 
_________________________   
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PROFESSIONAL SERVICES AGREEMENT - EXHIBIT A 

 
GENERAL JANITORIAL SERVICES SPECIFICATIONS 
 
INTRODUCTION 
Jefferson Parish Economic Development Commission (JEDCO) is requesting proposals to 
furnish all necessary labor, supervision, materials, equipment, and supplies to 
satisfactorily perform janitorial services at JEDCO’s Administrative Offices and the 
Business Innovation Center. 
 
GENERAL SCOPE OF WORK 
The following information is provided to assist the FIRM in understanding the scope of 
services needed by JEDCO for the facility. 
 
STAFFING 
The FIRM shall provide adequate personnel, trained in proper cleaning and janitorial 
methods and techniques to properly and satisfactorily maintain the facilities on a regular 
basis during the scheduled times indicated. 
 
EMPLOYEE RECRUITMENT 
The FIRM must demonstrate the ability to provide trustworthy, reliable employees and 
shall make a good faith effort to retain the same employees on the same schedule as long 
as possible. If a change of staff is to occur, JEDCO shall be notified prior to the change 
when possible or as quickly as possible thereafter. In addition, staff shall: 

a. Have the necessary skills to deal with employees and customers in a 
professional, courteous, businesslike manner. 

b. Have the ability to understand written and oral rules and regulations and 
apply them in a tactful and non-confrontational manner. 

EMPLOYEE ACCEPTANCE BY JEDCO 
JEDCO will be the sole judge of the efficiency and acceptability of each janitorial 
employee’s performance while on site. JEDCO reserves the right to require the 
Professional Services Agreement to remove any janitorial personnel from further duty 
without cause and without the right to recover damages by such janitorial employee or by 
the FIRM from JEDCO. If JEDCO requires the removal of any janitorial personnel from 
duty, JEDCO will attempt to provide the FIRM reasons for the removal demand. However, 
JEDCO is not required to provide such reasons, the FIRM may not challenge such 
reasons, and the FIRM shall promptly remove and replace an individual janitorial 
employee when requested to do so by JEDCO. 
 
UNIFORM AND APPEARANCE STANDARDS 
The selected FIRM’S employees shall be neat and clean in appearance and shall wear a 
uniform or other identification that clearly identifies them as an employee of the FIRM. 
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GENERAL CONTRACTOR RESPONSIBILITIES FOR THE JEDCO ADMINSITRATIVE 
OFFICES AND THE BUSINESS INNOVATION CENTER 
The successful FIRM shall be responsible for all coordination and supervision of 
personnel associated with the janitorial service at the JEDCO facilities. These activities 
include, but may not be limited to, the following: 

1. Recruit, screen, and train personnel. 
2. Provide a Project Manager who shall be responsible for the performance of the 

contract and remain the FIRM’S contact person for the duration of the contract. 
a. The Project Manager shall establish a routine for communications with 

JEDCO to provide a prompt and timely response to any concerns or 
problems that may arise. Time and frequency of direct meetings may vary as 
determined by JEDCO. 

b. The Project Manager shall contact JEDCO to review overall performance, 
receive special instructions regarding cleaning items, or discuss other 
pertinent items regarding the contract and the CONTRACTOR’S 
performance. 

c. The Project Manager shall provide adequate field supervision to ensure 
janitorial staff arrive at assigned post on time, perform their duties 
throughout their assigned shift, and provide backup as needed during all 
required hours.  

3. Furnish all supplies, materials, and equipment necessary for the proper 
performance of the janitorial service. Supplies and materials include, but are not 
limited to; brooms, brushes, dust cloths, microfiber mops, sponges, squeegees, 
porcelain ware cleaner, liquid and powder detergents, disinfectants, glass cleaner, 
floor polish, waxes, stripper, metal and furniture polish, and any other compounds 
necessary to properly maintain the premises. Where necessary, the FIRM shall 
supply plastic bags and liners, including bags for sanitary disposal receptacles and 
wastebaskets. 

4. The FIRM shall not use any material or supplies, which JEDCO determines, would 
be unsuitable for the purpose, or offensive or harmful to any part of the facility, its 
contents, equipment, employees, or patrons. 

5. Provide all necessary cleaning equipment including, but not limited to, vacuum 
cleaners with HEPA filters, carpet extractors, etc., needed for the performance of 
the work of this contract. Such equipment shall be of the size and type customarily 
used in work of this kind and shall meet the approval of JEDCO, which shall not be 
unreasonably withheld. Equipment deemed by JEDCO to be of improper type or 
design or inadequate for the purpose intended shall be replaced by the FIRM. 

6. Breakdown any cardboard boxes generated by supplies, materials, or equipment 
used by the Contractor, as well as JEDCO supplied consumables and place in the 
dumpster area. 

7. Report vandalism and/or damage to JEDCO’s property immediately upon 
discovery. 

8. FIRM employees will not engage in the use of illegal drugs or alcohol on the job. 
9. FIRM employees will not bring firearms, weapons or explosives on the premises. 
10. FIRM employees will not smoke in the building. 

SECURITY 
Failure to comply with any of the following security procedures will result in termination of 
the Professional Services Agreement as specified per the terms of the agreement. 
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1. Upon completion of activities each day, FIRM shall be responsible for securing all 
entries to offices and to buildings prior to departure. 

2. FIRM will be held strictly accountable for damages or breaches of security caused 
by its employees. 

3. FIRM will bond employees for dishonesty, theft or damage. 
4. FIRM will not prop doors open or admit non-JEDCO personnel entry into the 

building. 
5. All FIRM employees shall wear a DISTRICT provided keycard/photo ID badge at all 

times while on JEDCO property. 
6. FIRM employees cannot share JEDCO provided keycard/photo id badges. If a 

FIRM employee keycard/photo id badge is lost the FIRM must immediately notify 
JEDCO. 

7. The FIRM MUST notify JEDCO of new employees at least one week prior to the 
new employee start date. 

8. If an employee terminates from the FIRM’S employment the FIRM MUST 
immediately notify JEDCO. The FIRM is responsible to have the employee return 
all keys and the keycard/photo id badge that the FIRM provided to the employee. 

9. FIRM employees will immediately notify JEDCO’s Director of Facilities and 
Information Technologies of any burglary alarm malfunction or accidental trip. 

10. If the FIRM employee(s) is the last person to leave the JEDCO facility, they are 
required to secure the facility and turn off all lights in accordance with JEDCO’s 
green initiative. 

PRODUCTS 
1. Bidders are to supply the following products: 

a. General Purpose Cleaners 
b. Bathroom Cleaners 
c. Glass Cleaners 
d. Carpet Cleaners 
e. Disinfectants/Sanitizers 
f. Floor Care Products 
g. Floor Finishes 
h. Hand Soaps 
i. Paper Products (Toilet Tissue, Hand Towels, Etc.) 
j. Trash Liners 
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ROUTINE JANITORIAL SCOPE OF WORK 
The Jefferson Parish Economic Development Commission (JEDCO) will 
finish a log book for the purposes of relaying concerns received 
throughout the day to the selected contractor.  This log book will be kept 
at the reception desk and be available to the contractor’s review prior to 
each cleaning.   

a. MONDAY, WEDNESDAY, FRIDAY SERVICES: 
ii. All exterior building entrances and plaza shall be cleaned 

and swept as needed. 
iii. All interior and exterior trash receptacles shall be emptied 

and trash removed to the dumpster located in the south of 
the employee parking area.  Install new trash liners 
provided by the contractor. 

iv. All floor mats and floors under mats cleaned. 
v. Clean water fountains with a germicidal detergent and 

polished after cleaning. 
vi. Clean and polish stainless steel in and around elevators.  

Clean all floors, walls, etc. inside elevators. 
vii. All entrance doors and windows shall be totally cleaned 

inside and outside with a soft, clean, lint-free cloth, with 
glass cleaner. 

viii. All other interior glass windows shall be spot cleaned as 
necessary.      

ix. All tile and hard surfaces floors must be swept, dust 
mopped with treated mop, and damp mopped. 

x. Vacuum all carpet nightly and spot clean stains as needed.   
xi. All exterior building entrances and plaza shall be cleaned 

and swept as needed. 
xii. Paper and trash removed from all hallways and public 

spaces. 
xiii. Kitchens (two kitchen areas and one coffee bar): 
xiv. Damp wipe tables tops, countertops and seats in all kitchen 

areas. 
xv. Empty trash receptacles and install new trash liners 

provided by the contractor.  Wipe with germicidal 
disinfectant cleaner, if needed. 

xvi. Scour and disinfect all basins, bowls and fixtures. 
xvii. Restrooms  (three sets of restrooms): 

1. Restroom receptacles shall be filled in all bathrooms 
with soap, paper towels and toilet paper provided by 
the contractor. 

2. Empty trash receptacles and install new trash liners 
provided by the contractor.  Wipe with germicidal 
disinfectant cleaner, if needed. 

3. Clean and polish mirrors. 
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4. Toilets and urinals shall be cleaned and disinfected 
inside and outside.  Polish all bright work. 

5. Toilet seats shall be cleaned and disinfected on both 
sides. 

6. Wet mop and rinse restroom floors with disinfectant. 
7. All walls and partitions shall be cleaned to remove 

spots and splashes. 
8. Scour and disinfect all basins, bowls and fixtures. 
9. Empty sanitary napkin receptacles and damp wipe 

with disinfectant, install paper liners provided by the 
contractor.  

xviii. Business Innovation Center 
1. All service applicable to the Business Innovation 

Center’s lobby and common areas however, 
individual tenant office are addressed later in this 
RFP and priced separately. 

2. WEEKLY SERVICES: 
1. Dust all surfaces of desks, file cabinets, furniture, 

chairs, tables pictures (and frames), window sills and 
ledges with a damp cloth. 

2. All toilets, urinals and bathroom partitions shall be 
washed and disinfected. 

3. MONTHLY SERVICES:  
1. Dust above hand height, including but not limited to 

vents, fixtures, cabinets, vending machines, door 
frames, shelves, pictures (and frames), etc. 

2. Remove finger prints and marks from lights 
switches, door frames and areas around door 
handles. 

3. Vacuum all upholstered furniture. 
4. All walls, doors, frames and baseboards shall be 

cleaned as needed. 
5. Interior and exterior trash receptacles shall be 

washed as needed. 
6. All interior windows and glass doors shall be totally 

cleaned with a soft, clean, lint-free cloth, with glass 
cleaner. 

7. Exterior stairways shall be swept and dusted for cob 
webs. 

8. Exterior handrails shall be cleaned as needed. 
4. QUARTERLY SERVICES: 

1. All A/C vents, ductwork, diffusers (supply, exhaust 
and return) and light fixtures shall be cleaned 
(dusted and free of bugs) every quarter.   
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ADDITIONAL SERVICES REQUESTED (please price separately): 
a. Limited Tuesday and Thursday service to include only the 

following (priced monthly): 
i. All interior and exterior trash receptacles shall be emptied 

and trash removed to the dumpster located in the south of 
the employee parking area.  Install new trash liners 
provided by the contractor. 

ii. Restrooms  (three sets of restrooms): 
1. Restroom receptacles shall be filled in all bathrooms 

with soap, paper towels and toilet paper provided by 
the contractor. 

2. Empty trash receptacles and install new trash liner 
provided by the contractor.  Wipe with germicidal 
disinfectant cleaner, if needed. 

3. Clean and polish mirrors. 
4. Empty sanitary napkin receptacles and damp wipe 

with disinfectant, install paper liners provided by the 
contractor. 

 
Additionally, contractor should be equipped with a beeper or cellular 
phone and be available in the event of an emergency for callouts.  

EXCLUSIONS FROM CONTRACT: 
b. All Electrical Equipment Rooms 
c. All Server/Technology Rooms 
d. File Storage Room in Finance Building 
e. Elevator Room in Finance Building 
f. Sprinkler Equipment Room in Business Innovation Center 


