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Issues the following

Buyer’s Guide

for

Janitorial Services
This Buyer’s Guide is applicable to all Janitorial Contracts and Price agreements 

Point of Contact:
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503.378.4642

FAX:
503.373.1626  
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Buyer’s Guide (Template)

I.
What Services are included in Janitorial Contracts and Price agreements?

· Janitorial Services

· Carpet Cleaning

· Window Cleaning
· Vacuuming

· Hard Surface Cleaning (Floors)
· Trash removal and Recycling
· Bathroom and Kitchen Cleaning
· Dusting
· Parking Lot Cleaning

· Snow Removal

II.
Creating a Janitorial Contract or Price Agreement
A. Sustainability in the Buy Decision  

· Buy Decision (See Section X. Resources and Links for quick links to Buy Decision)

· Qualified Rehabilitation Facilities (QRF): In 1977, the Oregon legislature passed the "Products of Disabled Individuals" act. This law obliges all state and local governments, school districts and other tax supported political bodies in Oregon, to purchase goods and services from QRF when the product or service meets their requirements.  QRFs are local providers who promote sustainability through social equity. http://www.oregon.gov/DAS/SSD/SPO/how-bus-qrf.shtml
· Is a QRF suitable for the Janitorial Work?  If so, contract with the QRF.  
· If multiple QRFs are available, a competitive process can be used to evaluate the QRFs. 

· Open Market: Request For Proposals (RFP) and Invitation To Bids (ITB)

· If a QRF or existing Price agreement are not available, then a competitive solicitation process should be used in the open market.

· Follow your applicable rules, policies and procurement laws. 

B. Things to Consider when Creating a Sustainable Contract or Price agreement
A. Consider any extra costs of sustainable products and services when looking at the costs of the janitorial services.

B. Vehicles driven by Janitorial Contractors

i. Example: Assign points in an RFP to encourage newer, higher miles per gallon, fuel efficient, or hybrid vehicles to reduce carbon emissions and footprint as a desirable feature

ii. Another Option: as an alternative to driving cleaner vehicles, contractor could buy “Carbon Offsets”, or certificates showing that the contractor has offset their carbon footprint.

iii. Consider how far the contractor has to drive to the service location.  Contractors that are closer will have to drive less.  Ensure that the contractor is using the most efficient route when visiting each service location (this will save the contractor money in the long run as well.)

1. Carpooling reduces vehicle emissions.

2. Consider public transportation for employees when they are not required to transport equipment to service locations.
C. Sustainable Janitorial Supplies
i. Consider the following Cleaning practices, and the use of “Green” chemicals

1. Encouraging the use of concentrated cleaning agents

a. The use of concentrated chemicals can lead to less shipping and a reduced carbon footprint

b. Recommended standards that could  be used in solicitations include Green Seal’s Schedule 37 for industrial and institutional cleaners.

2. Training for employees on the new cleaning agents

3. Low impact detergents (hand soap, dish soap, laundry soap)

4. Encourage cleaning supplies be kept on site so agency can take advantage of green cleaning supplies under the Waxie and Coastwide statewide price agreements # PA 2102, or 7559 respectively .

5. Educate contractors and recommend or require the use of sustainable products.

6. Use local suppliers to reduce carbon impact.

7. Consolidate supply orders when possible to reduce the number of deliveries.

ii. Paper products

1. ORS 279B.280 states that where economically feasible DAS and state agencies shall use recycled products that are functionally equivalent to those that use virgin materials, this includes recycled paper.
a. Consider encouraging the use of recycled paper products by awarding points as a desirable feature in the solicitation.

2. Alternative to paper towels:

a. Microfiber towels used by janitorial staff to clean surfaces.

b. Install hand dryers in restrooms to reduce paper consumption.

iii. Recycled and Biodegradable trash bags

1. Encourage the use of recycled or biodegradable trash bags.

iv. Floor care products

1. Utilize standards of floor cleaning products such as:

a. Green Seal GS 40 Industrial and Institutional floor care products

b. Coastwide Laboratories’ Sustainable Earth products found in Statewide price agreement 7559.

D.
Cleaning Shift schedules for Janitorial Personnel:

i. Consider shifting the cleaning schedule, to afternoons/evenings, rather than nights to reduce power use in the building. 

ii.  Try reducing the frequency of cleaning for areas used less often

a. Consider the frequency of services for these items to be cleaned(Daily/Weekly/Monthly/Semi-annual/Annual/Periodical):

1. Trash Removal

2. Entrances

3. Restrooms

4. Clean Conference Room Tables

5. Break rooms

6. Kitchens

7. Drinking fountains

8. Floor maintenance (Waxing and buffing)

9. Walls/partitions

10. Stairwells

11. Carpet care: Vacuuming and Shampooing of carpet

12. Dusting 

13. Upholstered furniture

14. HVAC
E. Janitorial equipment: 
i. Vacuum cleaners should;

1. meet the Carpet & Rug Institutes Seal of Approval/Green Label certification 
2.  operate with a sound level less than 70 decibels.

ii. Powered floor maintenance equipment including electric and battery powered floor buffers and burnishers should; 
1. be equipped with vacuums, guards and/or other devices for capturing fine particulates
2. operate with a sound level less than 70 decibels.
iii. Carpet extraction equipment should;

1. meet the Carpet and Rug Institute Bronze Seal of Approval 

2. be capable of removing sufficient moisture such that carpets can dry in less than 24 hours. 
iv. Propane powered floor equipment should

1. have high-efficiency, low emission engines
2. be used when building is unoccupied 

3. be used under conditions allowing for as much air circulation and exchange as possible. 
4. operate with a sound level less than 90dBA
v. Automated powered scrubbing machines should be equipped with variable-speed feed pumps and on-board chemical metering to optimize the use of cleaning fluids.
vi. Battery-powered equipment should be equipped with environmentally preferable gel batteries. 
vii. Powered equipment should be ergonomically designed to minimize vibration, noise and user fatigue.
viii
Equipment should be designed to reduce potential damage to building surfaces by using safeguards, such as rollers or rubber bumpers.

ix 
Equipment should be standardized for consistent safety, training and cleaning methods.
x. 
Powered equipment date of purchase and repairs and maintenance activities should be documented in an equipment maintenance log.
III.
Best Practices


For best value analysis, consider the following:

· Environmental impact/sustainability (such as total life cycle environmental impact analysis)

· Third Party Green verification is provided for qualifying products.  Look for the green lettering in the product description used on all “green” products.
· Consider cleaning Carpets by extraction rather than traditional shampooing.  The rubber underneath modern office floors makes sure nothing soaks through the carpet
· Avoid dry process cleaning of carpets using a scrubber or buffer.
· This method uses a lot of resources and is not an effective cleaning method

· Hard office carpet has little or no “pile” (the plush fibers that stick out of the carpet).  When a dry process is used to clean these hard carpets, it packs the dirt into the carpet rather than removing the dirt.
· Instead, consider a Truck based Hot Water Extraction method to clean these types of carpet.
IV. FAQs (Frequently Asked Questions)

· Who do I contact for more information about QRF’s?
· Patty Beans, 503-373-0975

· Darvin Pierce, 503-378-4690
· Things to Consider when creating a sustainable Contract and Price agreement
· Where can I find more information on Green Tags?

· The Environmental Defense Fund has a listing of retailers companies can purchase carbon offsets from, www.Carbonoffsetlist.org.

· What do we mean by higher MPG vehicles?

· Consider additional RFP points for Contractors that use vehicles with better gas mileage than the 15-20 MPG vans currently in operation.

· Does the state have any contracts in place that offer sustainable or recycled products?

· Price agreement 2102 - West Coast Paper, paper products

· Price agreement 7559 - Coastwide Laboratories, janitorial supplies

· Price agreement 0098 - Step Forward Activities, trash bags

· Green Cleaning Chemicals-The following are the most basic questions frequently asked about green cleaning chemicals and green paper products:
· What are the best green products to buy?
· Third party organizations verify the environmental claims made by manufacturer’s.  Look for reputable third party verification like Green Seal and Ecologo to assure the product is environmentally appropriate.  

· Product efficiency can be measure in the cost in use or per use.  Generally if competing products are certified green the most efficient product is the best for the environment.

· Are “green” products more expensive than standard cleaning products?
· Statewide price agreement pricing has been carefully aligned to promote the purchase of environmentally friendly “green” cleaning products, paper products and hand soap.  There should be little if any difference between green products and similar quality standard products

· If the janitorial company I contract with does not practice using recycled or sustainable products, should I require them to do so:

· It is highly recommended that you put language into your solicitation and contract requiring the contractor to provide sustainable services.
· What kind of training do Janitorial Staff need to use “green” chemicals?

· Training exists through Coastwide Laboratories and DAS’s QRF program for QRF janitorial services, you can learn more about these programs online.
· Coastwide: http://www.coastwidelabs.com/Seminars/Seminar
· QRF:  http://www.oregon.gov/DAS/SSD/SPO/how-bus-qrf.shtml
· What is the Carpet and Rug Institute (CRI)?
· Based in Dalton, Georgia, the Carpet and Rug Institute (CRI) is a nonprofit trade association representing the manufacturers of more than 95 percent of all carpet made in the United States, as well as their suppliers and service providers. CRI coordinates with other segments of the industry, such as distributors, retailers and installers, to help increase consumers’ satisfaction with carpet and to show them how carpet creates a better environment.

· How do I know if my cleaning equipment meets the Carpet and Rug Institute CRI) Seal of Approval?  Look for this blue and green label as proof the equipment meets the CRI Seal of [image: image2.png]


Approval criteria.


To learn more about the CRI visit their website at www.carpet-rug.org

· What considerations should I use when establishing a cleaning schedule during work hours?

· Look at the patterns of the office.  Are there any days where the are very few people working in the office (Friday afternoon for example), this might be the best day to vacuum.  If your office has conference rooms that are used very little, consider vacuuming them every other day.  Try cleaning the break room during non-break times during work hours.  
V.
Health and Safety
· Review the Materials Safety Data Sheet (MSDS) prior to the use of any cleaning chemicals and products.  

· Your cleaning chemical provider should provide the MSDS and it should be found where the cleaning chemicals are stored.

· What do I do if I have a spill?
· Refer to the MSDS
· What do I do if chemicals are ingested?

·  Call poison control and 911 if necessary.
· What if I encounter asbestos?
· Call facilities.  Do not attempt to handle the asbestos yourself.

· Asbestos abatement is not a part of these price agreements.
· What if I encounter mercury?
· Call facilities.

· Do NOT attempt to clean it up!  Especially do NOT attempt to vacuum up mercury.
· What if I encounter lead?
· Call facilities.

· The only way you could encounter lead is if the lamp is broken.  Do not attempt to clean up the damage.  Allow facilities to do their job.
VI.
Sustainability

DAS is the main resource for achieving and maintaining sustainable practices for state government.  To that end, DAS has created a sustainability plan.  Creating sustainable contracts and price agreements for janitorial services is one of the first steps toward achieving the Governor’s goals and DAS’s objectives.
1. Increased use of EPA Post Consumer Recycled Content compliant paper products.

2. Increased use of third party verified green cleaning products.

3. Increased use of most efficient available green products to reduce cost, packaging and transportation impacts.

4. Increased use of most efficient available cleaning processes, to further reduce product, packaging and transportation impacts.

5. Increased adoption of sustainable supply chain purchasing practices including:

a. Processing orders over the internet or direct electronic interface.

b. Processing invoices via directly through electronic invoicing.

c. Processing payment directly through p-card and electronic automated clearinghouse payment.

d. Scheduled delivery of best practical order size to reduce distributor transits.

e. Maximizing available contract volume discounts to reduce costs and distributor transits.
VII. Resources and Links

· For more information on the Buy Decision:
· Surplus Property, http://www.oregonsurplus.com/
· IGA (Intergovernmental Agreement), http://www.leg.state.or.us/ors/190.html
· QRF (Qualified Rehabilitation Facility), http://www.oregon.gov/DAS/SSD/SPO/qrf-list.shtml
· Inmate/PRIWA Constitution, http://www.insideoregon.com
· Price agreement/State Contract Statewide Policy, http://orpin.oregon.gov/open.dll/welcome
· MWESB, http://www.oregon.gov/Gov/MWESB/index.shtml
· Open Market, http://orpin.oregon.gov/open.dll/welcome
·  For further information on Sustainability please see: (This is a non-exhaustive list)
· the DAS Sustainability Plan on the DAS website at http://oregon.gov/DAS/docs/businessplans/2006_strategic_plan.pdf  

· Climate Savers information at  http://www.climatesaverscomputing.org/ 
· Responsible Purchasing Network at http://www.responsiblepurchasing.org/ 

· EPEAT at www.epeat.net/ 
· Green Seal at  www.greenseal.org/ 

· EPA:  www.epa.gov 

· Garten’s Sustainability webpage need links
· Portland Habilitation Center’s Sustainability webpage ask Darvin for link or search.
· Coastwide Laboratories Wilsonville, Oregon http://www.coastwidelabs.com
· Carbon Offsets: www.Carbonoffsetlist.org or http://innovation.edf.org/page.cfm?tagID=31000.)
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