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              Date:  March 8, 2010    RFP# AS 10-03 
    
          

REQUEST FOR PROPOSAL (RFP) 
Janitorial Services Contractor to Provide Janitorial Service and Maintenance 

Efforts to Western Municipal Water Districts New Headquarters and Operations 
Facilities  

 
INTRODUCTION AND BACKGROUND 
 
I. PURPOSE OF THE REQUEST FOR PROPOSAL 
The Western Municipal Water District (District) is in the process of transitioning into two new 
facilities. The District’s Operations Facility has a transition date of April 1, 2010 and is located at 
16451 El Sobrante Rd. Riverside, CA 92503.  The District’s Headquarters Facility has a transition 
date of July 1, 2010 and will be located at 14205 Meridian Parkway, Riverside, CA 92518. 
 
The District serves roughly 24,000 retail and eight wholesale customers, covering a 527 square 
mile area of Western Riverside County. The District currently has 126 full time employees that 
represent office staff performing engineering services, clerical, administrative, support, 
management functions, as well as field operations.   
 
The Western Municipal Water District is interested in contracting with a Janitorial Services 
Contractor to provide: 
 

• Restroom Cleaning and Sanitization 
• Baseboard Cleaning  
• Blind Cleaning  
• Carpet Cleaning  
• Cleaning For Special Events 
• Complete Floor Care Programs  
• Indoor Trash Removal  
• Window Cleaning 

• Dusting  
• Upholstery Cleaning  
• Vacuuming 
• Kitchen Equipment Cleaning 
• General Office Cleaning 
• Emergency services 
• Use of Green Cleaning Chemicals 

and Products

A. INTENT 
 
The District intends to issue a Master Agreement (Contract) for the Janitorial Services described 
herein needed throughout the District.  The District reserves the right to issue separate 
contract(s) for individual locations, as appropriate, if it is deemed to be in the District’s best 
interests.  If additional projects/locations are authorized against the Agreement, the Proposer 
shall develop the project cost based on the unit/task price/rates outlined in the Agreement. 
 
The period of the Agreement is for one (1) year, with four (4) one-year renewal options.  If 
mutually agreeable to both parties, the Agreement may be extended on a year-to-year basis. 
However, in no case shall the renewal extend beyond five (5) years from the date of award of the 
original Agreement. The extension shall be in written form as an amendment to the Agreement. 
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II. REQUEST FOR SAFETY PROGRAM - SUBMITTAL REQUIREMENTS    
           

Each item listed below must be individually recognized and each Item clearly labeled. (i.e. Item 1, 
Item 2, etc.), It is the intent of this section to bring to the forefront, the importance of “performance 
safety” in all aspects of any given task performed by the contractor or their representative.  

 

Submittals 
must include the following which are mandatory for consideration - Does the Vendor’s Safety 
Program Adequately Address the following: 

• Ongoing safety training. 
• Blood borne pathogens. 
• Personal protective equipment: non-skid foot ware, gloves, ear plugs, goggles, dust masks, 

etc. 
• Chemical safety: Transporting, storing, mixing, labeling and proper usage. Proper lifting and 

moving techniques. 
• Proper use of janitorial equipment. 
• Ladder safety. 
• Vehicle safety. 

 
Note

 

:  Prior to wet cleaning, Contract cleaning staff are to observe all safety precautions to include, but 
not limited to; notifying building occupants of precautions regarding stripping and/or waxing floors, wet 
mopping floors, extraction carpet cleaning, wet cleaning of interior/exterior surfaces or any other wet 
cleaning procedures, also notify building occupants of the location of the task being performed. Cleaning 
staff are to place caution/ wet floor signs and cording off wet work areas and post notifications on all 
entrance and exit doors.  

III. WESTERN MUNICIPAL WATER DISTRICT LOCATION SCOPE OF WORK 
 
Thorough, timely and quality Janitorial Services are required throughout the District.  This Scope of Work 
includes the District’s current buildings/locations requiring these services.  Exhibit 3 below lists the 
locations, size and frequency requirements per location. 
 
The Vendor will supply all toilet paper, paper towels, toilet seat covers, restroom soap, trash container 
liners, and light bulbs/tubes to be used by the Janitorial Services contractor.  Supplies on hand shall be 
sufficient to last for two weeks.  If sanitary napkin machines are on site, the Janitorial Services contractor 
shall supply sanitary napkins and recover money from machines.  The Janitorial Services contractor shall 
provide all other chemicals, supplies, and equipment.  All cleaning chemicals and other supplies used by 
the Janitorial Services contractor must be used in accordance with all federal, state, and local laws, 
comply with Material Safety Data Sheets (MSDS) standards and be used in conjunction with necessary 
safety equipment. 
The District, in advance of any application, must approve a list of all chemicals and supplies to be used.  
Material Safety Data Sheets (MSDS) must be on-site and available for all chemicals stored and used 
within a service area on the first day of the contract. 
 
Contractor is to be aware of the California Labor Code Section 1060, regarding displaced janitors. It is the 
Contractor’s responsibility to review this legislation and familiarize them with its content. 
 
It is mandatory that all janitorial contract personnel working in security sensitive areas (as determined by 
the District) pass a background check, and be bondable.  Results from background checks must be 
submitted to the Western Municipal Water District for each person before contract in the facilities with 
security sensitive areas can take effect. Vendors will be responsible to pay the cost of background 
checks.  All janitorial contract personnel are also required to receive all appropriate safety training in all 
aspects of custodial/housekeeping operations from the janitorial company.  Records to substantiate these 
requirements must be made available to the District within 24 hours of a request.  
 
Janitorial Services contractor employees shall be required to wear a uniform and name badge for 
identification purposes.  Uniforms will at all times be clean and neat in appearance. 
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The Janitorial Services contractor shall be responsible for securing/locking the interior and exterior 
portions of the building during hours to be specified by the District Administrative Services Manager or 
his/her designee.  Janitorial Services Contractor employees will be provided security access cards by the 
District to allow access to District facilities and areas within those facilities, and keys to janitorial rooms. 
 
In addition to the regular servicing of areas within the building, the Janitorial Services contractor is may be 
requested to provide necessary set-ups/take-downs of tables and chairs in meeting rooms upon request 
and to perform the necessary custodial services to clean and return the rooms to a usable condition for 
the public and/or building occupants.  
 
The Janitorial Services contractor is responsible for the cleanliness and sanitation of the building. The 
description of each service area, below, is to be used as a guideline for the Janitorial Services contractor.  
The description does not attempt to describe every detail or feature of the facility that is to be maintained 
by the Janitorial Services contractor. 
 
The Contractor shall furnish only employees who are authorized, competent and skilled for work under 
this contract. 
 
If, in the opinion of the District, an employee of the Contractor is incompetent or disorderly, refuses to 
perform in accordance with the terms and conditions of the contract, threatens or uses abusive language 
while on District property, or is otherwise unsatisfactory, upon District request, the Contractor shall 
removed that employee from all work under this contract. 
 
Contractor must inspect the facilities weekly and forward each written inspection report to the District 
Administrative Services Manager or their designee during the last week of each month. 
 
For additional services or deletion of services, the District reserves the right to add or delete services at 
any time with 30 days written notice to vendor. If services are requested the vendor is required to provide 
a cost estimate detailing them as an attachment to the bid along with prices, where applicable, which may 
be offered as an addendum for the term of this contract agreement. 
 
Notwithstanding any other provisions of this proposal, the Janitorial Services contractor warrants that the 
materials, supplies, and services furnished shall be of the most suitable grade and exactly as specified in 
this RFP. Such warranties shall include performance, workmanship, labor, and materials. 
 
Western Municipal Water District is committed to reducing the impact of its operations on the 
environment.  To this end, the District has obtained LEED certification for its two main facilities and 
buildings.  As such the vendor shall utilize “green” chemicals for cleaning, and recycled paper and plastic 
products where feasible. 
 
A. Remedy for Non-Performance 
 
The District Administrative Services Manager or his/her designee and the Janitorial Services Contractor 
will periodically (not less than quarterly) conduct joint inspections of the building(s) and document such 
inspections using the sample inspection form/report (Exhibit 1). Areas that are not maintained at the 
minimum quality standards, as determined by the inspection, may result in a deduction from payments as 
detailed below.  Chronic service problems may result in cancellation of this contract. 

 
1. Whenever, in the opinion of the District’s Administrative Services Manager or his/her designee, 

the said service is not satisfactory meeting the quality standard, the Contractor shall be advised in 
writing of the matters or tasks that need correction.  If the Contractor fails to correct the 
unsatisfactory conditions within ten (10) days, the Administrative Services Manager may declare 
this contract terminated and contract with another Contractor.   
 

2. Notwithstanding any provision to the contrary herein, District shall have no obligation to tolerate 
more than three (3) notices of unsatisfactory performance in any calendar year.  The District may 
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terminate this contract after seven (7) days written notice upon the occurrence of a fourth 
incidence of unsatisfactory performance.  
 

3. If any services performed under this contract are not maintained at the minimum quality 
standards stated herein, the Janitorial Services contractor will be required to promptly correct the 
deficiency (any item requiring immediate correction) at the Contractor’s sole expense with no 
increase to the total contract amount.  If the Janitorial Services contractor fails to correct the 
deficiency within 24 hours, deductions in payment will be assessed as set forth in the attached 
schedule (Exhibit 2), which varies depending on the specific deficiencies and the degree and 
frequency of the deficiency.  Repetitive or chronic deficiencies are cause for the District to issue a 
notice of unsatisfactory performance. 

 
4. In addition to deduction in payment, if the Contractor fails to correct the deficiency within three (3) 

calendar days, the District may have an alternate service provider correct the deficiency at 
Contractor expense. 

 
B. Initial Cleaning 
 
1. Initial cleaning shall be inclusive in the contract bid price. 
2. All windows shall be cleaned within two weeks. 
3. All carpeting shall be cleaned within one month. 
4. All infrequent tasks such as interior window washing, carpet cleaning, stripping and waxing floors 

must be cleaned on schedule and reported to the District Administrative Services Manager or 
his/her designee within twenty-four hours of completion by e-mail. 

5. All other infrequent tasks are to begin on the first day of service as stated in this contract and be 
completed within one month. 

 
C. ENTRANCES AND EXTERIOR AREAS 

 
These areas will be open and visible to the public and must be maintained at a high level to give an 
outstanding first impression of this facility.  They must remain visually attractive and be in a clean and 
sanitary condition at times of normal public access estimated to be from 8:00 AM to 5:00 PM. 
 
1. Minimum Quality and Frequency Standards 
At a minimum, the following tasks must be performed at the described quality standards and 
frequencies.  If additional servicing is required to maintain the area in a clean and sanitary condition, 
this shall be the responsibility of the contractor without additional compensation.   

 
1.00 Trash Containers 

Task: Empty all trash containers, replacing trash container liners at each servicing.  Clean and 
disinfect exterior and interior surfaces of trash containers and areas immediately adjacent to the 
trash containers. Remove trash to dumpster location. Break down all cardboard. 
Frequency: Daily to maintain quality standard so that the area is ready to be used.   
Quality Standard:

 

 Keep trash containers and the area around the containers in a clean and 
sanitary condition, free of odors, residues and stains.  Outdoor areas shall be serviced so that 
they are in a clean, sanitary and visually attractive condition. 

1.01 General Litter and Debris in Outdoor Areas  
Task: Remove litter and debris, including gum and food/drink residues, from all outdoor areas 
including but not limited to walking surfaces, planters, seating areas and sidewalks.  Keep 
areas free of odors and undesirable residues such as urine, vomit, and other excrement that 
may arise from persons or wildlife using the area for other than the intended purposes.  
Disinfect areas as appropriate to eliminate odors and health hazards. 
Frequency: Daily to keep all outdoor surfaces in a clean, sanitary and visually attractive 
condition.  Ensures the area is ready to be used. 
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Quality Standard

 

: Each day, outdoor areas shall be serviced so that they are in a clean, 
sanitary, and visually attractive condition.   

1.02 General Cleaning 
Task: Clean areas including but not limited to walking surfaces, patios and seating areas to 
remove dust, dirt, cobwebs and small and large debris.  Keep areas free of odors and 
undesirable residues such as bird droppings, urine, vomit and other excrement that may arise 
from persons or wildlife using the area for other than the intended purpose. 
Frequency: Daily.   
Quality Standard:

 

 Each day, general cleaning will be completed so that outdoor areas are in a 
clean, sanitary and visually attractive condition.  

1.03 Seating Areas and Tables 
Task: Clean and sanitize seating areas, tables, and drinking fountains so that users can enjoy 
these features at all times.  
Frequency: Daily 
Quality Standard:
 

 Each day, seating areas and tables will be in a clean and sanitary condition. 

1.04 Sand Urns 
Task: Clean sand urns to remove cigarettes and other debris. 
Frequency: Daily 
Quality Standard:

 

 Each day, sand urns will be cleaned of cigarettes and other debris.  Sand 
will be re-filled as needed. 

1.05 Glass and Other Building Surfaces  
Task: Clean interior glass and hose off exterior building surfaces. 
Frequency: Quarterly 
Quality Standard: Windows and exterior surfaces are kept in a visually attractive condition, 
giving the appearance of “As New” condition. 
Note:

 

 Interior and exterior of primary glass doors shall be cleaned daily.  All other 
entrances shall be cleaned weekly. 

 
E. INTERIOR AREAS 

 
2.01 Public Lobbies, Corridors, and Interview Rooms 

These areas must be maintained in an exceptional condition, as they will be the most visited 
parts of the building. 
Task: Clean entrance areas to the building, including but not limited to glass, doors, doorjambs, 
wall surfaces, walkways, steps, emblems, and entrance mats. In corridors, vacuum, spot clean 
and deep-clean carpeted areas; sweep, mop, and maintain surface luster of all hard surfaced 
floor areas. Clean wall surfaces to maintain areas free of scuffmarks, handprints or other 
residues. 
Frequency: Daily for routine cleaning. Spot removal of carpeted areas as needed. Deep 
cleaning on a monthly basis or more often, if needed. Work is to be performed during non-
business hours.  
Quality Standard: 

 

Entrances are to be clean, sanitary, polished as appropriate to maintain the 
original surface luster and odor free.  Floor and wall surfaces are maintained in a manner to 
extend the life of the surfaces as well as maintain a high quality visual appearance.   

2.02 Book Shelves 
Task: Dust, spot clean, maintain surface luster intended for all hard surfaced areas. 
Frequency: Monthly.  Dust removal as needed. 
Quality Standard:

 

 Shelve surfaces are maintained in a manner to extend the life of the 
surfaces as well as maintaining a high quality visual appearance. 
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2.03 Trash Containers 
Task: Empty all trash containers, replacing trash container liners at each servicing.  Clean 
exterior and interior surfaces of the trash containers and areas immediately adjacent to the 
trash containers.  Disinfect containers as necessary to eliminate odors.  Remove trash to 
dumpster. 
Frequency: Daily   
Quality Standard:

 

 Keep trash containers and the area around the containers in a clean and 
sanitary condition, free of odors, residues and stains.  Recycled trash shall be placed in the 
appropriate dumpster. 

2.04 General Litter and Debris 
Task: Remove litter and debris, including gum and other food residues, from corridor areas 
including but not limited to walking surfaces and seating areas.  Remove cobwebs on interior 
and exterior surfaces. 
Frequency: Daily.  
Quality Standards:

 

 Each day, areas shall be serviced so that they are in a clean, sanitary, and 
visually attractive condition. 

2.05 Restrooms/Showers 
Task: Routine cleaning, sanitizing and disinfecting of floors, traps, drains, fixtures, mirrors, 
doors, walls, ceilings, toilets, urinals, sinks, personal hygiene disposal containers, dispensers 
and any other items that are a part of a functioning restroom.  Stocking of restroom supplies 
including paper towels, toilet paper, feminine hygiene products, toilet seat covers, soap, and 
other supplies, deep cleaning of areas as needed to maintain the desired conditions.  Stripping 
and coating of floors occurs as needed to maintain the original luster of the floors. 
Frequency: Daily; flush floor traps/drains weekly. 
Quality Standard:

 

 Restrooms remain in an as new condition, with fixtures and features that are 
maintained in a clean, sanitary, and odor free condition.  

 
2.06 Light Fixtures 

Task: Clean lenses or coverings on fixtures. 
Frequency: As needed. Clean lenses or coverings and vacuum tracks of suspended overhead 
lighting, on an annual basis.  
Quality Standards:
 

 Lights are illuminating areas as designed. 

2.07 Seating Areas, Tables, Drinking Fountains, Snack Bars, and Dining Areas 
Task: Clean and sanitize seating areas including tables and chairs, and maintain drinking 
fountains so those users can enjoy these features at all times. 
Frequency: Daily Areas are to receive routine cleaning. 
Quality Standard:

 

 Seating areas, tables, chairs and drinking fountains are in a clean and 
sanitary condition during business hours. 

2.08 Public Counters and Surrounding Areas 
Task: Maintain public access counters in a clean and sanitary condition.  Wipe down counters 
to remove fingerprints smudges and other residues.  Keep areas below counters wiped down 
and generally free of marks and other surface blemishes.  Pay particular attention to the high 
traffic areas leading to and in front of the counters to insure that they are in a clean and visually 
attractive condition.  Deep clean areas leading to and adjacent to the counters on a monthly 
basis or more often if needed.  Deep cleaning includes the use of buffing and/or extraction 
equipment. 
Frequency: Daily  
Quality Standards:

 

 Counters and areas associated with the counters are maintained in a 
clean, sanitary and attractive condition. 
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2.09 Window Ledges, Windows, Window Coverings 
Task: Dust window ledges.  Dust hard surface window coverings. Clean interior windows.  
Maintain blinds or other window coverings in a clean and sanitary condition, spot cleaning as 
necessary. 
Frequency: Weekly or more often if needed.  Spot clean other residues as necessary.  Wash 
interior windows on a quarterly basis.  Remove obvious smudges or hand prints on a weekly 
basis or more often if needed.  Spot clean drapery fabric as needed. 
Quality Standard:

 

 Window and window coverings remain in a clean, sanitary and attractive 
condition. 

2. OFFICE AREA MINIMUM QUALITY AND FREQUENCY STANDARDS 
Employees occupy work areas five days per week. 
 
To maintain a positive work environment, the employees are expecting a product that allows 
them to be proud of their association with their building and work space.  A high standard of 
cleaning will be necessary to meet or exceed the expectations of the people working in these 
areas. 
 
At a minimum, the following tasks must be performed at the described quality standards and 
frequencies.  
 

2.10 Chairs and Furniture  
Task:  Clean chairs, including seating, arms, backs, rollers, and other components.  Place 
chairs, at the end of the cleaning, with arms and seat (if able based on seat height) partially 
under the desk so that the workstations have a uniform appearance. 
Frequency:   Daily, also check chairs for stains and debris.  Take action as necessary to 
maintain chairs in an as new condition.  Vacuum/clean chairs on a monthly basis to remove dirt 
and dust from the surfaces.  Wipe down non-fabric surfaces on a monthly basis and polish 
component as appropriate.  Deep clean with extraction equipment annually.  
Quality Standard:

 

 Chairs are maintained in a clean, sanitary and odor free condition.  Chairs 
are placed appropriately after each cleaning. 

2.11 General Floor Care 
Task: Vacuum, spot clean, and deep clean carpeted areas; sweep, mop and maintain surface 
luster of all hard surfaced areas. 
Frequency: Daily for routine cleaning of carpets in common areas and hard-surfaced areas.  
Perform stain, scuff or spot removal as needed. Deep clean carpeted areas with extraction 
equipment on a bi- annual basis or more often if needed.  Lobby and break room carpeting 
monthly.  Machine scrub and buff all hard surfaced areas to maintain original luster.  Buff 
weekly. 
Quality Standard:

 

 Floor surfaces are maintained in a manner to extend the life of the surfaces 
as well as to maintain a high quality visual appearance. 

2.12 Conference Rooms/Meeting Rooms  
Task:  Set-up (on request), clean and return to a usable condition all features within conference 
rooms/meeting rooms.  Clean and sanitize all table areas, chairs, whiteboards, cabinets, 
retractable walls and other features within conference rooms/meeting rooms.  Dust all ledges, 
shelves and other visible areas.  Replace/return chairs. 
Frequency: Daily  
Quality Standard:

 

 Conference rooms/meeting rooms are ready for use at the beginning of 
each workday and all features are in a clean, sanitary and orderly condition.  

2.13 Work Stations and Office Spaces 
Task: Clean and sanitize workstations and private office spaces.  Vacuum and spot clean 
fabric panels as needed.  Remove heel and chair marks from carpet guards.  Dust and wipe 
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down areas without disrupting the papers and other items present in these areas (excluded - 
computers). 
Frequency: Daily 
Quality Standard:

 

 Areas remain in a presentable condition.  No buildup of stains, smudges, 
marks or other debris is allowed to occur. 

2.14 Baseboards and Wainscoting 
Tasks: Clean baseboards and wainscoting areas so that they are free of marks, grime, 
smudges, handprints, and other visual blemishes. 
Frequency: Daily  
Quality Standard:

 

 Walls, baseboards and wainscoting remain in a clean, sanitary and visually 
attractive condition. 

2.15 Kitchen/Coffee Bars 
Task: Thoroughly clean, de-grease, and sanitize kitchen/coffee bar areas including counter 
tops, ovens, sinks, appliances, floors, exhaust filters and flues.  Maintain soap and paper 
products. 
Frequency: Daily.  Filters must be cleaned monthly and flues must be cleaned once per year. 
Quality Standard:

 

 No residue or debris is present which would limit the use of these features 
by building occupants.  These features are kept in a clean, sanitary, and highly presentable 
condition. 

2.16 Custodial Closets 
Task: Clean and maintain custodial closets. 
Frequency: Daily or more often as needed to maintain quality standard. 
Quality Standard: 

 

Closets are maintained in a clean and organized condition and readily 
accessible to the District’s Administrative Services Manager or his/her designee.  All materials 
are stored in labeled containers including those containers used for the application of 
chemicals.  Roof access must be unhindered in closets that have them.  Mops should be 
periodically sanitized to minimize mold, mildew and associated odors. 

2.17 HVAC Registers 
Task: HVAC registers are to be kept clean and free of visible dust. 
Frequency: Monthly, or more frequently as needed. 
Quality Standard:
 

 No visible dust or smudges on the registers.  

2.18 Walls and Doors 
Task: All walls, doors, push plates and jambs will be spot cleaned to remove all dirt, 
fingerprints, smudges and spills. 
Frequency: Daily  
Quality Standards: 
 

No visible dirt or smudges on surfaces. 

2.19 Elevators (if applicable) 
Task: Thoroughly vacuum or wet mop and remove spots. Clean and polish all components, 
remove dust, cobwebs, fingerprints, smudges and streaks to leave bright condition.  
Frequency: Daily 
Quality Standards:
 

 Elevators to remain in a clean, sanitary and visually attractive condition. 

2.20 Stairwells (if applicable)  
Task: Thoroughly vacuum or wet mop and remove spots, dust, remove cobwebs and clean 
handrails. 
Frequency: Daily  
Quality Standards: 
 

Stairwells to remain in a clean, sanitary and visually attractive condition. 
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2.21   Recycle Containers 
Task: Empty all recycle containers, DO NOT INSTALL liners in blue recycle containers.  Clean 
exterior and interior surfaces of recycle containers and areas immediately adjacent to the 
containers.  Disinfect containers as necessary to eliminate odors.  Recycle material will not be 
mixed with trash and will be placed in approved disposal containers. 
Frequency:  As often as necessary to insure recycle material is not overflowing containers and 
quality standards are meet.  All recycle containers will be serviced.  
Quality Standards

 

:  Keep recycling containers and the area around the containers in a clean 
and sanitary condition, free of odors, residues, and stains.  Recycle containers are to be 
emptied on a schedule so that the debris does not overflow the container capacity. 

2.22 Holidays 
The Janitorial Services contractor will be provided a list of District observed holidays and shall 
be required to provide service on those holidays not observed by the District, unless notified via 
e-mail by the District with 48 hours notice.   
 

2.23 Damages 
The Janitorial Services contractor will be responsible for all damages to the facility or contents 
caused by the Janitorial Services contractor or their staff during the performance of their duties. 
 

2.24 Keys/Security Access Badges 
The Janitorial Services contractor shall be issued building keys and security access badges, 
where applicable, for the performance of services as specified herein.  In the event such 
keys/badges entrusted to the Janitorial Services contractor should become lost, the cost of re-
keying the building and/or deactivating lost badge and replacing and activating a new badge 
shall be deducted from payment due the Janitorial Services contractor for services rendered.  
Janitorial Services contractor shall provide a list of employees working at each facility to the 
District Administrative Services Manager so that individual security badges may be issued.   
 

2.25 Communication Log  
This communication log, Exhibit 1, will be used to identify any discrepancy or requests for work 
and all on-going work performed.  Requests will be noted as well as identified problem areas. 
This form will be used to communicate between the District and Contractor.  

 
2.26   Reporting Maintenance Needs 

The Janitorial Services contractor will report any maintenance needs, such as electrical plugs, 
plumbing leaks, and clogged drains to the District Administrative services Manager or his/her 
designee utilizing the communications log, Exhibit 1. 

 
E.  DAILY WORK EFFORTS 
Unless otherwise specified. Vendor will be required to empty all waste containers to nearest dumpster. 
Dust or wipe down cabinets, tables, and window ledges. Vacuum the floor, floor mats and rugs. Clean, 
sanitize and stock the restrooms with proper cosmetics, toiletries, and hygienic supplies. Clean 
kitchen/lunchroom counter tops, stove tops, utilities and stock sanitary supplies.  
 
F. WEEKLY WORK EFFORTS 
Unless otherwise specified. Maintain daily work efforts. Damp mop floor with green cleaning solution and 
water and allow to dry. Do an inventory of janitorial supplies. Check that there is an ample supply of 
cleaning supplies, wipes, sponges, and other items as necessary. Re-order if there is less than a one-
month stock. Replace cleaning supplies such as wipes and mop heads which show dirt, fungus or mildew 
after rinsing. Sponges and wipes which are shedding visible particles should be replaced as well.  
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G. MONTHLY WORK EFFORTS  
Unless otherwise specified. Maintain weekly work efforts. A complete and detailed wipe down of furniture 
and upholstery will be performed as well as thorough vacuuming of the floor and floor care to hard 
surface flooring. Once a month, a more intensive cleaning including tops, bottoms and underneath 
cabinets, general area desks and utility counters will be completed. Hand scrubbing of dirty general work 
surfaces/floors with abrasive pads and cleaning solution primarily to remove scuff marks or other material 
which is too permanent to be removed by the normal daily/weekly wipe downs. 
 
H. ANNUAL CLEANING  
Unless otherwise specified. Maintain monthly work efforts. Shampoo or steam clean carpeted areas. 
Floor stripping and re-waxing will be applied to appropriate flooring areas. Once every twelve months, or 
as required, strip floors using abrasive pads and stripping solution. This will most likely involve a floor 
scrubbing machine. Re-wax in three separate coats, allowing to dry between successive coats were 
suitable. Hand scrub where floor cleaning machine is unable to reach, or near delicate electronic 
equipment. Also damp clean with solution all exposed vents, pipes, conduits, ducts, tubing, drop curtains, 
windows, tables, benches, carts, chairs, ledges, moldings, baseboards, doors, door frames, shelves, 
exterior of equipment and machines, etc.  
 
I. GREEN PRODUCTS AND SOLUTIONS 
The Western Municipal Water District is committed to promoting a Green Environment. It is required that 
all janitorial products and solutions are environmentally friendly.  

 

 
IV. DEFINITION OF TERMS: 

Clean: Remove all dirt, stains and marks with approved cleaner. 
 
Disinfect: To cleanse in order to destroy disease and germs. 
 
Sanitize: To cleanse free from dirt and bacteria. 
 
Sweep/Dust Mop: Remove all loose dirt and litter with sweeping tools; in places difficult to sweep, use 
brush or vacuum. 
 
Daily:  Work to be performed each and every day of the week.  
 
Damp Wipe: Remove surface dirt with damp cloth. 
 
Damp Mop: Remove all surface dirt and stains with mop and warm water containing detergent or floor 
cleaner as required. 
 
Dust: Remove all loose dirt and debris. Treated cloths shall be used.   
 
Vacuum: Remove all surface and embedded dirt, dust and debris using a vacuum cleaner. 
 
Buff: Remove all marks using floor machine equipment with polishing pad. 
 
Scrub: Remove all dirt, stains and marks with an approved cleaner using a floor machine equipped with 
scrubbing pad. 
 
Strip: Remove all accumulation of old floor finish, all surface dirt, stains and marks. Rinse and dry. 
 
Wax: Apply appropriate number of coats of approved floor finish. 
 
Carpet Extraction: Shampoo carpeting using wet extraction machine method. 
 
One Day: 24 hours 



11 | P a g e  
 

 
V. DEDUCTIONS IN PAYMENT ARE AS FOLLOWS: 

• Minor deficiencies will be assessed a $40/per day/per occurrence/per site 
• Moderate deficiencies will be assessed an $80/per day/per occurrence/per site  
• Severe deficiencies will be assessed actual damages, in addition to a $120/per day/per 

occurrence deduction in payment 
• Multiple occurrences of Severe deficiencies may result in termination of contract 
• Daily maximum not to exceed daily contract value. 

 
Minor   

1.00 Trash Containers 
1.04 Sand Urns 
1.05 Glass and Other Building Surfaces 
1.06 Flags (If applicable) 
2.02 Book Shelves 
2.03 Trash Containers 
2.04 General Litter and Debris 
2.06 Light Fixtures 
2.09 Window Ledges, Windows, Window Coverings 
2.10 Chairs and Furniture  
2.14 Baseboards and Wainscoting 
2.16 Custodial Closets 
2.17 HVAC Registers 
2.18 Walls and Doors 
2.20 Stairwells (if applicable)  
2.25 Clocks 

Moderate 
1.01 General Litter and Debris in Outdoor Areas  
1.02 General Cleaning 
1.03 Seating Areas and Tables 
2.01 Public Lobbies, Corridors, and Interview Rooms 
2.05 Restrooms/Showers 

2.07 
Seating Areas, Tables, Drinking Fountains, Snack 
Bars, and Dining Areas 

2.08 Public Counters and Surrounding Areas 
2.11 General Floor Care 
2.12 Conference Rooms/Meeting Rooms  
2.13 Work Stations and Office Spaces 
2.15 Kitchen/Coffee Bars 
2.19 Elevators (if applicable) 

Severe   
2.22 Damages 
2.23 Keys / Security Badge 
2.24 Safety Violation 
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VI. REQUEST FOR EQUIPMENT LIST  

           
It is desired that selected vendor provide all equipment to be utilized in the performance of cleaning tasks.  
If the vendor is unable to provide necessary equipment, then the vendor shall complete the following: 
 
Minimum equipment list requirements: 
 

1. Carpet Extractor    Qty.  _________  
 
2. Mini Extractor     Qty.  _________ 
 
3. High Speed Buffer    Qty.  _________ 

 
4. Low Speed Buffer    Qty.  _________ 

 
5.   Vacuum Cleaners    Qty.  _________ 
 
6.   Mop Buckets & Ringers     Qty.  _________ 
 
7.   Wet Mops     Qty.  _________ 
 
8.   Ladders / Step Ladders    Qty. _________ 
 
8.  Other      Qty.  _________ 

 
Vendor will be responsible to repair or replace any District owned or provided equipment damaged during 
use by vendor. 
 
The above activities and scope of work are part of the District’s ongoing janitorial program and are 
focused on identifying the service levels the District’s new facilities will require. 
 
Western Municipal Water District is seeking to identify and select an outside independent contractor to 
perform the activities listed above. The remainder of this document provides additional information that 
will allow a Janitorial Service provider to understand the scope of effort and develop a proposal in the 
format desired by the District. 
 

VII. WESTERN MUNICIPAL WATER DISTRICTS FACILITIES 

 

 

 

 

 

 
 

 

Facility/Building Location City Days 

Headquarters 
14205 Meridian 
Parkway Riverside M-F 

Operations 
Offices 

16451 El Sobrante 
Road Riverside M-F 

Operations 
Warehouse 

16451 El Sobrante 
Road Riverside TBD 

Operations 
Maintenance 
Building 

16451 El Sobrante 
Road Riverside TBD 

March 
Wastewater 
Recycling Facility 5903 Avenue A Riverside TBD 
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VIII. Insurance Requirements 
 
 

1. Contractor shall take out, and maintain during the life of this Agreement, insurance policies with 
coverage at least as broad as follows: 

 
2. General Liability

 

. Comprehensive general liability insurance covering bodily injury, personal 
injury, property damage, products and completed operations with limits of no less than One Million 
Dollars ($1,000,000) per incident or occurrence.  If Commercial General Liability Insurance or other 
form with a general aggregate limit is used, either the general aggregate limit shall apply separately 
to any act or omission by Contractor under this Agreement or the general aggregate limit shall be 
twice the required occurrence limit. 

3. Automobile Liability Insurance

 

. If the Contractor or the Contractor's officers, employees, 
agents, representatives or subcontractors utilize a motor vehicle in performing any of the work or 
services under this Agreement,  owned/non-owned automobile liability insurance providing 
combined single limits covering bodily injury, property damage and transportation related pollution 
liability with limits of no less than One Million Dollars ($1,000,000) per incident or occurrence. 

4. Workers' Compensation Insurance

 

. Workers' Compensation insurance as required by the 
California Labor Code.  In signing this contract, the Contractor certifies under section 1861 of the 
Labor Code that the Contractor is aware of the provisions of section 3700 of the Labor Code which 
requires every employer to be insured against liability for workmen's compensation or to undertake 
self-insurance in accordance with the provisions of that code, and that the Contractor will comply 
with such provisions before commencing the performance of the work of this Agreement. 

5. Any deductibles, self-insured retentions, or named insureds must be declared in writing and approved 
by District.  At the option of the District, either: (a) the insurer shall reduce or eliminate such 
deductibles, self-insured retentions or named insureds, or (b) the Contractor shall provide a bond, 
cash, letter of credit, guaranty or other security satisfactory to the District guaranteeing payment of 
the self-insured retention or deductible and payment of any and all costs, losses, related 
investigations, claim administration and defense expenses.  The District, in its sole discretion, may 
waive the requirement to reduce or eliminate deductibles or self-insured retentions, in which case, the 
Contractor agrees that it will be responsible for and pay any self-insured retention or deductible and 
will pay any and all costs, losses, related investigations, claim administration and defense expenses 
related to or arising out of the Contractor’s defense and indemnification obligations as set forth in this 
Agreement. 

 
6. The Contractor shall obtain a specific endorsement to all required insurance policies, except Workers' 

Compensation insurance naming the District and its officers, officials and employees as additional 
insureds regarding:  (a) liability arising from or in connection with the performance or omission to 
perform any term or condition of this Agreement by or on behalf of the Contractor, including the 
insured's general supervision of the Contractor; (b) services, products and completed operations of 
the Contractor; (c) premises owned, occupied or used by the Contractor; and (d) automobiles owned, 
leased, hired or borrowed by the Contractor.  For Workers’ Compensation insurance, the insurance 
carrier shall agree to waive all rights of subrogation against the District and its officers, officials and 
employees for losses arising from the performance of or the omission to perform any term or 
condition of this Agreement by the Contractor. 

 
7. The Contractor's insurance coverage shall be primary insurance regarding the District and District's 

officers, officials and employees.  Any insurance or self-insurance maintained by the District or 
District's officers, officials and employees shall be excess of the Contractor's insurance and shall not 
contribute with Contractor's insurance. 
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8. Any failure to comply with reporting provisions of the policies shall not affect coverage provided to the 
District or its officers, officials, employees or volunteers. 

9. The Contractor's insurance shall apply separately to each insured against whom claim is made or suit 
is brought, except with respect to the limits of the insurer's liability. 

 
10. Each insurance policy required by this section shall be endorsed to state that coverage shall not be 

suspended, voided, canceled by either party except after thirty (30) days' prior written notice, ten (10) 
days for cancellation of policy, has been given to District.  The Contractor shall promptly notify, or 
cause the insurance carrier to promptly notify, the District of any change in the insurance policy or 
policies required under this Agreement, including, without limitation, any reduction in coverage or in 
limits of the required policy or policies. 

 
11. Insurance shall be placed with California admitted insurers (licensed to do business in 

California) with a current rating by Best's Key Rating Guide acceptable to the District; 
provided, however, that if no California admitted insurance company provides the required insurance, 
it is acceptable to provide the required insurance through a United States domiciled carrier that meets 
the required Best’s rating and that is listed on the current List of Eligible Surplus Line Insurers 
maintained by the California Department of Insurance.  A Best’s rating of at least A-:VII shall be 
acceptable to the District; lesser ratings must be approved in writing by the District. 

 
12. Contractor shall require that all of its subcontractors are subject to the insurance and indemnity 

requirements stated herein, or shall include all subcontractors as additional insureds under its 
insurance policies.  

 
13. At least ten (10) days prior to the date the Contractor begins performance of its obligations under this 

Agreement, Contractor shall furnish District with certificates of insurance, and with original 
endorsements, showing coverage required by this Agreement, including, without limitation, those that 
verify coverage for subcontractors of the Contractor.  The certificates and endorsements for each 
insurance policy are to be signed by a person authorized by that insurer to bind coverage on its 
behalf.  All certificates and endorsements shall be received and, in District's sole and absolute 
discretion, approved by District.  District reserves the right to require complete copies of all required 
insurance policies and endorsements, at any time. 
All forms and endorsements must by on forms acceptable to the District.  Contractor shall be 
responsible for the cost of having non-standard forms reviewed by a third party. 

 
14. The limits of insurance described herein shall not limit the liability of the Contractor and Contractor's 

officers, employees, agents, representatives or subcontractors. 
 
15. 
 

Defense and Indemnification 

To the fullest extent permitted by law, Contractor shall indemnify, hold harmless and defend the 
District and its agents, officers and employees from and against all claims, damages, losses, 
judgments, liabilities, expenses and other costs, including litigation costs and attorneys’ fees, arising 
out of, resulting from, or in connection with the performance of this Agreement by the Contractor or 
Contractor's officers, employees, agents, representatives or subcontractors and resulting in or 
attributable to personal injury, death, or damage or destruction to tangible or intangible property, 
including the loss of use; provided, however, such indemnification shall not extend to or cover loss, 
damage or expense arising from the sole negligence or willful misconduct of the District or its agents, 
officers and employees. 

 
Contractor's obligation to defend, indemnify, and hold the District and its agents, officers and employees 
harmless under the provisions of this paragraph is not limited to or restricted by any requirement in this 
document. 
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IX. ADMINISTRATIVE CONTACT 
 
Any questions regarding contractual terms and conditions and proposal format or any questions 
concerning technical specifications or Statement of Work (SOW) requirements must be directed to: 
 
Name Tom McMillen – Administrative Services Manager 
Address 450 E. Alessandro Blvd. Riverside, CA 92508 

Phone 951-789-5052 

FAX 951-780-6094 
Email tmcmillen@wmwd.com 
  

X. DUE DATES 
All proposals are due by 5:00pm on April 9, 2010. Any proposal received at the designated location after 
the required time and date specified for receipt shall be considered late and non-responsive. Any late 
proposals will not be evaluated for award.  
  
XI. SCHEDULE OF EVENTS 
   
Event Date 

1.  RFP Distribution to Vendors  March 5, 2010 

2.  Walk Through March 22, 2010 from 
11am-4pm meet @ Ops 

3.  Questions Deadline March 31, 2010 

4.  Response to Questions April 2, 2010 

5.  Proposal Due Date April 9, 2010 

6.  Proposal Evaluation April 14, 2010 

7.  Committee Review April 28, 2010 

8.  Board Award Est. May 5, 2010 

9.  Contract Start Est. May 7, 2010 

 
The District reserves the right to modify the content or schedule of these events at any time, for any 
reason. 
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XII. REQUESTS FOR CLARIFICATION 
Interested vendors may provide requests for clarification in email or writing through the contact 
information above. The District will compile all requests and provide responses in written format to all 
vendors that request copies of questions/responses. If vendors do not provide such a request, they will 
not be provided with this information. 

XIII. GUIDELINES FOR PROPOSAL PREPARATION 

A. PROPOSAL SUBMISSION  
Award of the contract resulting from this RFP will be based upon the most responsive Vendor/Contractor 
whose offer will be the most beneficial to the District in terms of cost, functionality, and other factors as 
specified elsewhere in this RFP.  
 
Western Municipal Water District reserves the right to: 
 

• Reject any or all offers and discontinue this RFP process without obligation or liability to any 
potential Vendor, 

• Accept other than the lowest priced offer, 
• Award a contract on the basis of initial offers received, without discussions or requests for best 

and final offers, and 
• Award more than one contract. 

 
Vendor/Contractor’s proposal shall be submitted in several parts as set forth below in the RFP Format. 
The Vendor/Contractor will confine its submission to those matters sufficient to define its proposal and to 
provide an adequate basis for the District’s evaluation of the Contractor’s proposal. 
 
Vendors are encouraged to use electronic means for delivering proposals.  Electronic proposals should 
be delivered in format fully compatible with one or more of the following software applications: 
 

• Microsoft Office 2003 (Word, Excel, PowerPoint) 
• Microsoft Office 2007 (Word, Excel, PowerPoint) 
• Adobe Reader 9. 

 
Email: tmcmillen@wmwd.com 

OR an original RFP along with two (2) copies must be received in the Purchasing Division at:  
 
Western Municipal Water District 
Attn: Tom McMillen Administrative Services Manager  
450 E. Alessandro Blvd. Riverside, California 92508  
 
On April 9, 2010 by 5:00pm, any RFP received at the designated location after the required time and date 
specified for receipt shall be considered late and non-responsive. Any late proposals will not be evaluated 
for award. Envelopes must be clearly marked 
  

Request for Proposal – AS 10-03 Janitorial Services.  
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B. PROPRIETARY MATERIAL 
 
In order to address the needs of this procurement, the District encourages Vendor/Contractors to work 
cooperatively in presenting integrated solutions. Any information contained in the Request for Proposal 
that is proprietary must be clearly designated.  Marking the entire statement as proprietary will be neither 
accepted nor honored.  If a request is made to view a vendor/contractor(s) statement, the District will 
comply according to the Public Records Act, Government Code §§6250-6276.48.  If any information is 
marked as proprietary in the statement, such information will not be made available until the affected 
vendor has been given an opportunity to seek a court injunction against the requested disclosure.   
 
The bidder/contractor is hereby notified that this RFP and any potential contract are subject to the 
Displaced Janitorial Opportunity Act as set forth in California Labor Code Section 1060-1065, to the 
extent applicable.   Said requirements include, but are not limited to, the requirement that a successor 
contractor shall retain, for a 60-day transition employment period, employees who have been employed 
by the terminated contractor, if any. 
 
 
 
C. RFP FORMAT 
 
Vendor/Contractor’s proposal in response to this RFP will be incorporated into the final agreement 
between Western Municipal Water District and the selected Vendor/Contractor(s). The submitted 
proposals are suggested to include each of the following sections: 
 

1. CORPORATE PROFILE  
2. BRIEF HISTORY OF THE FIRM 
3. PRIMARY CONTACTS  
4. APPROACH AND UNDERSTANDING OF REQUIREMENTS 
5. IDENTIFY COORDINATION WITH DISTRICT  
6. EMPLOYEE BACKGROUND  
7. REFERENCES 
8. LIST UN-RENEWED CONTRACTS  
9. STATEMENT OF INCOME  
10. PROOF OF INSURANCE  

 
 
The detailed requirements for each of the above-mentioned sections are outlined below.  
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XIV. DETAILED RESPONSE REQUIREMENTS 
 
Each item listed below must be individually recognized and each Item clearly labeled. (i.e. Item 1, Item 2, 
etc.), 

       
Submittals must include the following which are mandatory for consideration:   

 
1. Submit a brief Corporate profile of your firm (no more than 3 pages) outlining its background, 

philosophy and experience and information about your firm’s ability to perform the work.   
 
2. Submit a Brief history of the firm, including ownership structure, key principals and current 

organization structure, not to exceed five (5) pages.  Include the number of years in business as a 
Janitorial Service provider. 

 
3. Submit the primary contacts (and management hierarchy/organization chart) that will be available 

for all aspects of the work.  Include contacts for customer service and senior management.  
Identify the management staff to be assigned to this project and their relevant experience and 
Proposal to this project.  Attach resumes of management staff who will be assigned to this 
project.  Include certifications and licenses of individuals.  List the number of full-time employees 
and the number of part-time employees performing the Janitorial services as of the date of 
submission of your response to this Request for Proposal.   

 
4. Submit approach and understanding of requirements.  Attach a detailed transition plan to begin 

services within 30 days of contract award. 
 

5. Submit a list identifying what coordination and meetings the District will be required to provide. 
 

6. Submit Employee background check procedures and security procedures. 
 

7. Submit five (5) references (including their scope of work) of firms of similar operations that have 
used your Janitorial services.  List names, addresses, telephone number, and contact persons.  

 
8. Submit a list of contracts that have not been renewed or have been terminated in the past five (5) 

years.  List names, addresses, telephone number and contact persons. 
 

9. Submit Statement of Income and Retained Earnings, last three (3) Years.  Identify what percent 
of your company’s annual revenue this contract shall represent. 
 

10. Submit Proof of insurance satisfactory and acceptable to the District as evidence that insurance 
meets the requirements set forth above.  List of bonding and insurance companies, including 
addresses, telephone numbers, and contacts. 
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XV. EVALUATION CRITERIA 
 
Proposals will be evaluated on the following criteria, not necessarily in order of priority: 

• Cost. The cost is reasonable for the effort proposed, is of sufficient detail to explain the cost 
drivers, and sufficient mechanisms are in place to control costs through the project. 

• Experience. The vendor shows relevant experience on similar projects, preferably for similar 
types/sizes of entities (water districts/utilities or city/local government). References will be 
checked and results will be incorporated here. 

• Approach. The vendor understands and will use appropriate tools, methods, and other 
approaches to ensuring the quality and timeliness of the implementation(s). Use of the latest 
technologies will be considered as will acceptance of requirements for the project. 

• Interviews. Discussion with proposed project manager/staff members that demonstrate an 
understanding of Western’s needs and capabilities to perform will be evaluated. 

A. SELECTION PROCESS 
 
Selection shall be made of two or more vendors deemed to be fully qualified and best suited among those 
submitting proposals, on the basis of the factors involved in the Request for Proposal, including price if so 
stated in the Request for Proposal.  Negotiations shall then be conducted with each of the vendors so 
selected.  Price shall be considered, but need not be the sole determining factor.  Should District 
determine in its sole discretion that multiple vendors are fully qualified or that one vendor is clearly more 
highly qualified in a particular area than the others under consideration, a contract may be negotiated and 
awarded to additional vendors. 
 
B. BASIS FOR AWARD 
 
Information and/or factors gathered during interviews, negotiations and any reference checks, in addition 
to the evaluation criteria stated in the RFP, and any other information or factors deemed relevant by 
District, shall be utilized in the final award.    The District reserves the right to consider factors other than 
cost in analyzing and awarding this RFP in order to provide service that will meet District’s needs. 
 
C. SAMPLE CONTRACT 
 
Western Municipal Water District’s Standard Contract is included as bellow. As part of the Proposal 
process, Western requests that all vendors review this contract and provide any comments as part of the 
proposal. Western reserves the right to modify, add or delete any provisions of this contract prior to the 
issuance of a contract.  Any Contract developed during this process may be subject to approval by the 
District’s Board of Directors. 
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SIGNATURE SHEET 
 

 
My signature certifies that the proposal as submitted complies with all Terms and conditions as set 
forth in RFP# AS 10-03. 
 
My signature also certifies that this firm has no business or personal relationships with any other 
companies or persons that could be considered a conflict of interest or potential conflict of interest 
to District Municipal Water District, pertaining to any and all work or services to be performed as a 
result of this request and any resulting contract with District. 
I hereby certify that I am authorized to sign as a Representative for the Firm: 
 
Name of Firm: ___________________________________________________ 
 
Address: ________________________________________________________ 
 
Fed ID No.: _____________________________________________________ 
 
Name (type/print): ______________________________________________ 
 
Title: __________________________________________________________ 
 
Telephone (____)_________________________________________________ 
 
Fax No. (_____)__________________________________________________ 
 
Date: ___________________________________________________________ 
   
 
To receive consideration for award, this signature sheet must be returned to the Purchasing 
Section, as it shall be a part of your response. 
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SAMPLE CONTRACT 
 

AGREEMENT FOR GENERAL SERVICES 
 
 
THIS AGREEMENT is made and entered into by and between District Municipal Water District, a 
Special District of the State of California ("District") and *_____________________
 

("Consultant"). 

RECITALS: 
 
WHEREAS, the Consultant is specially trained, experienced, and competent to perform the 
special services which are required by District; and 
 
WHEREAS, special services were requested by District by way of a Request for Proposal (RFP) 
attached hereto; and 
 
WHEREAS, the Consultant is willing to render such professional services, as hereinafter defined, 
on the following terms and conditions. 
 
NOW, THEREFORE, in consideration of the mutual agreements contained herein and other good 
and valuable consideration, the receipt and sufficiency of which is hereby acknowledged, and 
intending to be legally bound hereby, the parties agree as follows: 
 

AGREEMENT: 
 
1. Scope of Service.

 

  Subject to the terms and conditions set forth in this Agreement, the 
Consultant shall provide to District the services described in Exhibit 1.  The Consultant shall 
provide the services at the time, place, and in the manner specified in Exhibit 1. 

2. Compensation

 

.  District hereby agrees to pay the Consultant and the Consultant agrees 
to accept payment, according to the formula or rates set forth in Exhibit 2, for all of the services 
required by this Agreement provided that total compensation for the Consultant’s services shall 
not exceed the sum of *                                  . 

3. Effective Date and Term

 

.  The effective date of this Agreement is 
*______________________, provided that the Consultant shall not commence any work under 
this Agreement unless and until District provides the Consultant with a written notice to proceed.  
This Agreement shall terminate on, and all services hereunder shall be rendered by *                                                       
. 

4. Billings.  The Consultant shall submit monthly bills to District describing its services and 
costs provided during the previous month.  The Consultant shall not bill District for duplicate 
services performed by more than one person.  The Consultant’s monthly bills shall include the 
following information:  a brief description of services performed; the date the services were 
performed; the number of hours expended and the name of the person performing the services.  
The bill shall also contain a brief description of any costs incurred and the Consultant’s signature.  
In no event shall the Consultant submit any billing for an amount in excess of the maximum 
amount of compensation provided in paragraph 2 above. 
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5. Status Reports

 

.  The Consultant shall provide District with monthly written reports of all 
significant developments arising during performance of its services hereunder. 

6. Designation of Primary Provider of Services

 

.  This Agreement contemplates the 
services of the Consultant.  The primary provider of the services called for by this Agreement shall 
be *                                                                  , who shall not be replaced without the written 
consent of District IT Manager.   The Consultant shall assign only competent personnel to perform 
services pursuant to this Agreement.  If District asks the Consultant to remove a person assigned 
to the work called for under this Agreement, the Consultant agrees to do so immediately 
regardless of the reason, or the lack of a reason, for District’s request. 

7. Assignment and Subcontracting

 

.  It is recognized by the parties hereto that a 
substantial inducement to District for entering into this Agreement was, and is, the professional 
reputation and competence of the Consultant.  Neither this Agreement nor any interest therein 
may be assigned by the Consultant without the prior written approval of District.  Except for the 
subcontract with *                                                                          , as specified in Section *                 
of Exhibit 1 of this Agreement, the Consultant shall not subcontract any portion of the performance 
contemplated and provided for herein without prior written approval of District's Information 
Technology Manager and Risk Manager            . 

8. Insurance

 

.  On or before beginning any of the services or work called for by any term of 
this Agreement, the Consultant, at its own cost and expense, shall carry, maintain for the duration 
of the Agreement, and provide proof thereof that is acceptable to District, the insurance specified 
in subsections a. through c. below with insurers and under forms of insurance satisfactory in all 
respects to District.  The Consultant shall not allow any subcontractor to commence work on any 
subcontract until all insurance required of the Consultant has also been obtained for the 
subcontractor. 

 a. Workers' Compensation

 

.  Satisfactory Workers' Compensation Insurance and 
Employer's Liability Insurance for any and all persons employed directly or indirectly by the 
Consultant shall be provided with limits not less than one million dollars ($1,000,000.00).  In the 
alternative, the Consultant may rely on a self-insurance program to meet these requirements so 
long as the program of self-insurance complies fully with the provisions of the California Labor 
Code.  The insurer, if insurance is provided, or the Consultant, if a program of self-insurance is 
provided, shall waive all rights of subrogation against District for loss arising from work performed 
under this Agreement. 

 b. Commercial General and Automobile Liability.  The Consultant, at the 
Consultant’s own cost and expense, shall maintain commercial general and automobile liability 
insurance for the period covered by this Agreement in an amount not less than one million dollars 
per occurrence ($1,000,000.00), combined single limit coverage for risks associated with the work 
contemplated by this Agreement.  If a Commercial General Liability Insurance or an Automobile 
Liability form or other form with a general aggregate limit is used, either the general aggregate 
limit shall apply separately to the work to be performed under this Agreement or the general 
aggregate limit shall be at least twice the required occurrence limit.  Such coverage shall include 
but shall not be limited to, protection against claims arising from bodily and personal injury, 
including death resulting there from, and damage to property resulting from activities 
contemplated under this Agreement including the use of owned and non-owned automobiles. 
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Coverage shall be at least as broad as Insurance Services Office Commercial General Liability 
occurrence form CG 0001 (ed. 11/88) and Insurance Services Office Automobile Liability form CA 
0001 (ed. 12/90) Code 1 (any auto).  No endorsement shall be attached limiting the coverage. 
 
  Each of the following shall be included in the insurance coverage or added as an 

endorsement to the policy: 

 
  (1) District, its officers, employees, agents, and volunteers are to be covered 
and insured’s as respects each of the following:    Liability arising out of activities performed by or 
on behalf of the Consultant, including the insured’s general supervision of the Consultant; 
products and completed operations of the Consultant; premises owned, occupied or used by the 
Consultant; or automobiles owned, leased, hired, or borrowed by the Consultant.  The coverage 
shall contain no special limitations on the scope of protection afforded District, its officers, 
employees, agents, or volunteers. 
 
  (2) The policy must contain a cross liability or severability of interest clause. 
 
  (3) The insurance shall cover on an occurrence or an accident basis, and not 
on a claims-made basis. 
 
  (4) An endorsement must state that coverage is primary insurance and that no 
other insurance affected by District will be called upon to contribute to a loss under the coverage. 
 
  (5) Any failure of the Consultant to comply with reporting provisions of the 
policy shall not affect coverage provided to District and its officers, employees, agents, and 
volunteers. 
 
  (6) Insurance is to be placed with California-admitted insurers with a Best’s 
rating of no less than A:VII. 
 
  (7) Written notice of cancellation or non-renewal must be received by District at 
least thirty (30) days prior to such change. 
 
 c. Professional Liability

 

.  The Consultant, at the Consultant's own cost and 
expense, shall maintain for the period covered by this Agreement, professional liability insurance 
for licensed professionals performing work pursuant to this Agreement in an amount not less than 
one million dollars ($1,000,000.00) covering the licensed professionals' errors and omissions, as 
follows: 

  (1) Any deductible or self-insured retention shall not exceed $10,000.00 per 
claim. 
 
  (2) Written notice that cancellation, materials change, or non-renewal must be 
received by District at least thirty (30) days prior to such change shall be included in the coverage 
or added as an endorsement to the policy. 
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(3) The following provisions shall apply if the professional liability coverages 
are written on a claims made form: 

  
(a) The retroactive date of the policy must be shown and must be 
before the date of the Agreement. 

 
   (b) Insurance must be maintained and evidence of insurance must be 
provided for at least five (5) years after completion of the Agreement or the work. 
 
   (c) If coverage is canceled or not renewed and it is not replaced with 
another claims made policy form with a retroactive date that precedes the date of this Agreement, 
the Consultant must provide extended reporting coverage for a minimum of five (5) years after 
completion of the work.  District shall have the right to exercise at the Consultant’s cost, any 
extended reporting provisions of the policy should the Consultant cancel or not renew the 
coverage. 
 
   (d) A copy of the claim reporting requirements must be submitted to 
District prior to the commencement of any work under this Agreement. 
 
 d. Deductibles and Self-Insured Retentions

 

.  The Consultant shall disclose the 
self-insured retentions and deductibles before beginning any of the services or work called for by 
any term of this Agreement.  During the period covered by this Agreement, upon express written 
authorization of District’s Risk Manager, the Consultant may increase such deductibles or self-
insured retentions with respect to District, its officers, employees, agents, and volunteers.  
District’s Risk Manager may condition approval of an increase in deductible or self-insured 
retention levels upon a requirement that the Consultant procure a bond guaranteeing payment of 
losses and related investigations, claim administration, and defense expenses that is satisfactory 
in all respects to each of them. 

 e. Notice of Reduction in Coverage

 

.  In the event that any coverage required under 
subsections a., b., or c. of this section of the Agreement is reduced, limited, or materially affected 
in any other manner, the Consultant shall provide written notice to District at the Consultant’s 
earliest possible opportunity and in no case later than five (5) days after the Consultant is notified 
of the change in coverage. 

 f. District Remedies

 

.  In addition to any other remedies District may have if the 
Consultant fails to provide or maintain any insurance policies or policy endorsements to the extent 
and within the time herein required, District may, at its sole option: 

  (1) Obtain such insurance and deduct and retain the amount of the premiums 
for such insurance from any sums due under the Agreement; 
 
  (2) Order the Consultant to stop work under this Agreement or withhold any 
payment which becomes due to the Consultant hereunder, or both stop work and withhold any 
payment, until the Consultant demonstrates compliance with the requirements hereof; 
 
 
 
 
 
  (3) Terminate this Agreement. 



25 | P a g e  
 

Exercise of any of the above remedies, however, is an alternative to other remedies District may 
have and is not the exclusive remedy for the Consultant’s failure to maintain insurance or secure 
appropriate endorsements. 
 
9. Consultant's Responsibility

 

.  It is understood that the Consultant has the skills, 
experience and knowledge necessary to perform the work agreed to be performed under this 
Agreement, and that District relies upon the Consultant's representations about its skills, 
experience and knowledge to perform the Consultant's work in a competent manner.  Acceptance 
by District of the work performed under this Agreement does not operate as a release of said 
Consultant from responsibility for the work performed.  It is further understood and agreed that the 
Consultant is apprised of the scope of the work to be performed under this Agreement and the 
Consultant agrees that said work can and shall be performed in a fully competent manner. 

10. Indemnification

 

.  The Consultant shall indemnify, defend, and hold District, its officers, 
employees, agents and volunteers harmless from and against any and all liability, claims, suits, 
actions, damages, and causes of action arising out of any personal injury, bodily injury, loss of life, 
or damage to property, or any violation of any federal, state or municipal law or ordinance, or 
other cause in connection with the acts or omissions of the Consultant, its employees, 
subcontractors, or agents, or on account of the performance or character of this work, except for 
any such claim arising out of the sole negligence or willful misconduct of District, its officers, 
employees, agents, or volunteers.  It is understood that the duty of the Consultant to indemnify 
and hold harmless includes the duty to defend as set forth in Section 2778 of the California Civil 
Code.  Within fifteen (15) days of District's notice that it has been made a party to an action arising 
out of the Consultant's acts or omissions under this Agreement, the Consultant shall provide a 
defense to District in that action.  In the event the Consultant fails to provide such a defense to 
District, the Consultant shall be liable to District for its attorney's fees and litigation costs incurred 
to defend itself beginning on the sixteenth (16th) day from the date of District's notice and request 
for a defense.  Acceptance of insurance certificates and endorsements required under this 
Agreement does not relieve the Consultant from liability under this indemnification and hold 
harmless clause.  This indemnification and hold harmless clause shall apply whether or not such 
insurance policies shall have been determined to be applicable to any of such damages or claims 
for damages. 

11. Licenses

 

.  If a license of any kind having terms intended to include evidence of 
registration is required of the Consultant, its employees, agents, or subcontractors by federal or 
state law, the Consultant warrants that such license has been obtained, is valid and in good 
standing, and the Consultant shall keep it in effect at all times during the terms of this Agreement, 
and that any applicable bond has been posted in accordance with all applicable laws and 
regulations. 

12. Termination

 

.  This Agreement may be terminated by District immediately for violation of 
any provision of this Agreement or upon fifteen (15) days written notice by District to the 
Consultant.  In the event of termination, the Consultant shall be entitled to compensation for 
services performed to the effective date of termination; provided, however, that District may 
condition payment of such compensation upon the Consultant’s delivery to District of any or all 
documents, photographs, computer software, video and audio tapes, and other materials provided 
to the Consultant or prepared by or for the Consultant or District in connection with this Agreement 
and upon satisfactory completion of the services which the Consultant has performed. 

13. Ownership of Materials.  Any and all documents, including draft documents where 
completed documents are unavailable, or materials prepared or caused to be prepared by the 
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Consultant pursuant to this Agreement shall be the property of District at the moment of their 
preparation.  All materials and records of a finished nature, such as final plans, specifications, 
reports, and maps, prepared or obtained in the performance of this Agreement, shall be delivered 
to and become the property of District.  All materials of a preliminary nature, such as survey notes, 
sketches, preliminary plans, computations and other data, prepared or obtained in the 
performance of this Agreement, shall be made available, upon request, to District at no additional 
charge and without restriction or limitation on their use consistent with the intent of the original 
design. 
 
14. Conflict of Interest

 

.  The Consultant warrants and covenants that the Consultant 
presently has no interest in, nor shall any interest be hereinafter acquired in, any matter which will 
render the services required under the provisions of this Agreement a violation of any applicable 
state, local, or federal law.  In the event that any conflict of interest should nevertheless 
hereinafter arise, the Consultant shall promptly notify District’s Risk Manager of the existence of 
such conflict of interest so that District may determine whether to terminate this Agreement.  The 
Consultant further warrants its compliance with the Political Reform Act (Gov. Code Section 
81000 et seq.) respecting this Agreement.  In addition, the Consultant possesses no authority with 
respect to any District’s decision beyond the rendition of information, advice, recommendation or 
counsel. 

15. Copyright

 

.  Upon District's request, the Consultant shall execute appropriate documents 
to assign to District the copyright to work created pursuant to this Agreement.  The issuance of 
patent or copyright to the Consultant or any other person shall not affect District’s rights to the 
materials and records prepared or obtained in the performance of this Agreement.  District 
reserves a license to use such materials and records without restrictions or limitations consistent 
with the intent of the original design, and District shall not be required to pay any additional fee or 
royalty for such materials or records.  The license reserved by District shall continue for a period 
of fifty (50) years from the date or execution of this Agreement unless extended by operation of 
law or otherwise. 

16. Time is of the Essence

 

.  The Consultant agrees to diligently prosecute the services to be 
provided under this Agreement to completion and in accordance with any schedules specified 
herein.  In the performance of this Agreement, time is of the essence. 

17. Compliance with Laws

 

.  In the performance of this Agreement, the Consultant shall 
abide by and conform to any and all applicable laws of the United States and the State of 
California, and all ordinances of District.   The Consultant warrants that all work done under this 
Agreement will be in compliance with all applicable safety rules, laws, statutes, and practices, 
including but not limited to Cal/OSHA regulations. 

18. Independent Contractor Status

 

.  It is expressly understood and agreed by both parties 
that the Consultant, while engaged in carrying out and complying with any of the terms and 
conditions of this Agreement, is an independent contractor and not an employee of District.  The 
Consultant expressly warrants not to represent, at any time or in any manner, that the Consultant 
is an employee of District. 

19. Abandonment by the Consultant.  In the event the Consultant ceases performing 
services under this Agreement or otherwise abandons the project prior to completing all of the 
services described in this Agreement, the Consultant shall, without delay, deliver to District all 
materials and records prepared or obtained in the performance of this Agreement, and shall be 
paid for the reasonable value of the services performed up to the time of cessation or 
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abandonment, less a deduction for any damages or additional expenses which District incurs as a 
result of such cessation or abandonment. 
 
20. Liquidated Damages

 

.  The parties to this Agreement agree that, in the event that the 
services described in this Agreement are not completed on time, District will sustain damage and 
that it will be impracticable and extremely difficult to ascertain the actual damage, which District 
will sustain.  In the event that the Consultant fails to complete all of the services described in this 
Agreement on or before any completion date provided herein, or within the period of any 
authorized extension, the Consultant shall pay as and for liquidated damages, the sum of *                              
for each calendar day that completion is delayed and said sum may be deducted from any 
payment due the Consultant under this Agreement. 

21. Waiver

 

.  The waiver by either party of a breach by the other of any provision of this 
Agreement shall not constitute a continuing waiver or a waiver of any subsequent breach of either 
the same or a different provision of this Agreement. 

22. Attorney's Fees

 

.  The parties each agree that, in the event of any breach of this 
Agreement, the party aggrieved shall be entitled to recover from the party who breaches, in 
addition to any other relief provided by law, such costs and expenses as may be incurred by said 
party, including court costs, attorney's fees, and other costs and expenses, taxable or otherwise, 
reasonably necessary in preparing the defense of, defending against, or seeking or obtaining an 
abatement of, or an injunction against, such action or proceeding, or in enforcing this Agreement, 
or in establishing or maintaining the applicability of, or the validity of, this Release, or any 
provision thereof, and in the prosecuting of any counterclaim or cross-complaint based thereon. 

23. Notices

 

.  All notices under this Agreement shall be in writing and shall be delivered by 
personal service or by certified or registered mail, postage prepaid, return receipt requested, of 
the parties.  Any written notice to any of the parties required or permitted hereunder shall be 
deemed to have been duly given on the date of service if served personally or if served by 
facsimile transmission (with confirmation of receipt), or seventy-two (72) hours after the mailing.  
Rejection or other refusal to accept or the inability to deliver because of changed address of which 
no notice was given as provided hereunder shall be deemed to be receipt of the notice, demand 
or request sent.  Notices of the parties shall be addressed as follows: 

To Consultant:  * 
 
 
 
 To District:   *_____________________________ 
     Western Municipal Water District 
     Purchasing Division 
     450 E. Alessandro Blvd 
     Riverside, CA 92508 
     (951) 789-5052 
 
 Each party shall provide the other party with telephone and written notice of any change in 
address as soon as practicable. 
 
24. No Third-Party Rights.  The parties intend not to create rights in, or to grant remedies to, 
any third party as a beneficiary of this Agreement or of any duty, covenant, obligation, or 
undertaking established herein. 



28 | P a g e  
 

 
25. Whole Agreement

 

.  This Agreement has *           pages, excluding the exhibits described 
on its signature page.  This Agreement constitutes the entire understanding and agreement of the 
parties.  This Agreement integrates all of the terms and conditions mentioned herein or incidental 
hereto and supersedes all negotiations or previous agreements between the parties with respect 
to all or any part of the subject matter hereof. 

26. Amendments

 

.  This Agreement may be modified or amended only by a written document 
executed by both the Consultant and District Manager and approved as to form by District 
Attorney; otherwise by District Council.  Such document shall expressly state that it is intended by 
the parties to amend the terms and conditions of this Agreement. 

27. Interpretation

 

.  The agreements contained herein shall not be construed in favor of or 
against either party but shall be construed as if all parties prepared this Agreement.  The 
masculine and neuter genders, the singular number and the present tense shall be deemed to 
include the feminine gender, the plural number and past and future tense, respectively, where the 
context so requires. 

28. Controlling Law

 

.  This Agreement and all matters relating to it shall be governed by the 
laws of the State of California. 

29. Severability

 

.  Should any part of this Agreement be declared by a final decision by a court 
or tribunal of competent jurisdiction to be unconstitutional, invalid, or beyond the authority of either 
party to enter into or carry out, such decision shall not affect the validity of the remainder of this 
Agreement, which shall continue in full force and effect, provided that the remainder of this 
Agreement, absent the unexcised portion, can be reasonably interpreted to give effect to the 
intentions of the parties. 

30. Counterparts

 

.  This Agreement may be executed in multiple identical counterparts, each 
of which shall be deemed an original, but all of which together will constitute one and the same 
instrument but the parties agree that the agreement on file in the Office of District’s District Clerk is 
the version of the agreement that shall take precedent should any differences exist among 
counterparts of the document. 
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