
INVITATION TO BID 
 

TOWN BUILDINGS CLEANING SERVICE CONTRACT 
 

Bid Opening Date:  Wednesday, June 1, 2017 
Bid Opening Time:  6:00 p.m. 
Place:    Huntington Selectboard Office 
 
Specifications and bid forms may be obtained from the Selectboard Office, 
24 Russell Road, Huntington, MA 01050, or Town website: 
www.huntingtonma.org 
 
. 
 
Return bids by 3:00 pm May 31, 2016 to:     
      
     Town of Huntington 

   Selectboard Office 
   24 Russell Road 
   P. O. Box 430 
   Huntington, MA 01050 

 
 
Bids will not be accepted if received after the date and time noted above. 
 
The Town of Huntington reserves the right to accept or reject any and all 
bids should they feel it is in the best interests of the Town. 
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INVITATION TO BID 
 

TOWN OF HUNTINTON 
24 RUSSELL ROAD 

P. O. BOX 430 
HUNTINGTON, MA 01050 

 
 
DATE OF BID OPENING:   WEDNESDAY, JUNE 1, 2016 
 
TIME OF BID OPENING:   6:00 p.m. 
 
LOCATION OF BID OPENING: Huntington Town Hall Selectboard Office 
 
DESCRIPTION OF BID:   CLEANING BID 

 
The Town of Huntington is seeking bids to provide Cleaning Service to three (3) Town Buildings. 
 
Enclosed with this Invitation to Bid are: 
 

1. Instructions to Bidders 
2. General Conditions 
3. Technical Specifications  - Town Hall, Stanton Hall,  and North Hall Buildings 
4. Sample Events Calendar for North Hall 
5. Three (3) Bid Proposal Forms, including Price Sheets 
6. Non Collusion Affidavit of Bidders 
7. References 

  
Each of these documents is part of the Invitation to Bid and they are collectively sometimes 
referred to as the “Contract Documents.”  It is the bidder’s responsibility to confirm that this bid 
package contains all documents listed above. 
 
The Town may hold the bids for a period not to exceed thirty (30) days from the date of the bid 
opening, to review the bids and investigate the bidders’ qualifications prior to awarding the bid. 
 
The Town reserves the right to reject any or all bids.  Price will not be the only factor in the 
Town’s selection of the winning bidder.  The Town will award the bid to the bidder that is 
deemed to be in the best interests of the Town. 
 
The Town reserves the right to award the contract to any combination of bidders. 
 
Questions concerning the bid process and procedures should be directed to: 
 
Helen Speckels, Administrative Assistant 
Huntington Selectboard 
Email:  huntingtonsb@comcast.net 
Telephone: 413/667-3500 
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INSTRUCTIONS TO BIDDERS 

 
1. INVITATION TO BID 

 
Bids are being sought for regular cleanings of two (2) Town of Huntington buildings 
Huntington, MA, Town Hall and Stanton Hall; and one (1) as needed during the spring to 
fall (North Hall). 
 

2. RECEIPT AND OPENING OF BIDS 
 
Sealed bids will be received in the Selectboard Office until the time and date stated in the 
Invitation to Bid.  Bids shall then be publicly opened and read aloud. 
 
All bids shall be submitted in sealed envelopes clearly labeled with the name of the 
bidder, bidder’s address, and the words “CLEANING BID”.  Please clearly mark your 
envelope with the Bid Title to prevent opening prior to the opening date.   
 

3. PREPARATION OF BIDS 
 
Each bid must be submitted on the prescribed form and all blank spaces for bid prices 
must be completed in ink or be typewritten.  Bid prices shall include all labor, materials 
and equipment necessary to complete the work in accordance with the Contract 
Documents. 
 

4. WITHDRAWAL OF BIDS 
 
Bids may be withdrawn personally or in writing provided that the withdrawal is received 
by the Town prior to the time and date fixed for the bid opening.  Bids may not be 
withdrawn after the bid opening. 
 

5. FAMILIARITY WITH SITE CONDITIONS 
 
Bidders shall visit the site, examine the areas for which their services are to be supplied 
and thoroughly familiarize themselves with all conditions of the property before 
preparing a bid.  The submission of a bid shall constitute a representation that such 
examination has been made relying on that representation. The Town will not recognize 
any claims for compensation for additional labor, equipment or materials. 
 

6. PAYMENTS 
 
Invoices shall be furnished to the Selectboard Office for approval of the amount earned 
by the bidder.  Payment shall be made within 30 days after approval and acceptance. 
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7. NON COLLUSIVE AFFIDAVIT 
 
Each bidder shall complete the Non Collusive Affidavit which is included as part of this 
Invitation to Bid. 
 

8. QUESTIONS 
 
If a bidder finds any omissions, discrepancies or errors in, has questions concerning, or 
seeks an exception to anything in the documents contained in the Contract Documents, 
the bidder should notify the Town as soon as possible and in no event later than seven 
(7) calendar days before the date of the bid opening.  Any such inquiry should be 
directed to the Selectboard Office. 
 
If the Town in its sole discretion determines that a change or modification should be 
made to any of the Contract Documents or that an exception should be permitted, it may 
post such change or modification on the Town’s website and use its best efforts to inform 
all other persons from whom a bid is expected by email or other written communication 
of the change or modification.  No oral statement of the Town shall be effective to 
modify any of the Contract Documents. 
 

9. BASIS FOR AWARD 
 
a. The Town will award the bid to the bidder which the Town in its sole discretion 
determines best meets the requirements of the Invitation to Bid and is in the Town’s best 
interest.  Price will not be the sole factor in determining what is in the best interest of the 
Town.  Among other things, consideration will be given to bidders’ experience, 
references, reliability, and ability to provide additional maintenance and services. 
 
b. The Town will not award the bid to any corporation, firm or individual who is in 
arrears or in default to the Town with regard to any debt, contract, security or any other 
obligation. 
 

10. SELECTION OF BIDDER 
 
The Town will select the bid that it deems to be in the Town’s best interest and issue a 
NOTICE OF AWARD to the winning bidder.   
 

11. TAX EXEMPTION 
 
The Town of Huntington is a tax exempt municipality. 
 

12. W-9 FORM   
 
The successful bidder must provide the Town of Huntington with a completed W-9 form 
prior to beginning the service. 
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GENERAL CONDITIONS 

 
The Selectboard may require the successful bidder to dismiss from the worksite such 
employee or employees as it deems incompetent, careless, insubordinate or otherwise 
objectionable. 
 
The successful bidder shall be fully and directly responsible for any and all damage to the 
buildings and their contents due to theft attributable, directly or indirectly, in whole or in 
part, to its employees and/or as a result of doors and/or windows left unlocked by 
successful bidder’s personnel. 
 
All work shall be completed in a thoroughly professional and workmanlike manner in 
strict accordance with the Contract Documents. 
 
Any areas that are damaged during the course of the work shall be repaired or replaced to 
the satisfaction of the Town at no additional cost. 
 
The hours of service shall be coordinated with the Administrative Assistant. 
 
Town Hall:  One day per week cleaning,       
   two days per week trash pick up. 
Stanton Hall:  One day per week cleaning, 
    two days per week trash pick up. 
North Hall:  As needed. 
 
DEFENSE AND INDEMNIFICATION 
 
The successful bidder will be required, to the fullest extent permitted by law, to 
indemnify, defend, and hold harmless the Town and its agents and employees from and 
against any and all liabilities, suits, judgments, proceedings, claims, damages, losses or 
expenses, including attorney’s fees and costs, arising out of or relating, directly or 
indirectly, to its performance of the Agreement.   
 
DESCRIPTION 
 
The buildings listed are public buildings that are visited on a regular basis and are 
expected to be maintained in a clean and presentable condition at all times. 
 
CONTRACT DURATION 
 
This Agreement is for the remaining fiscal year beginning on July 1, 2016 and ending on 
June 30, 2017, and may be renewed up to two (2) additional years at the discretion of the 
Selectboard.  The Town shall have the right to terminate all or a portion of the Agreement 
if the successful bidder does not comply with any provision of the Agreement. 
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OBLIGATIONS OF THE SUCCESSFUL BIDDER 
 
The successful bidder shall, at his own expense, provide all manner of supervision, labor, 
materials, apparatus, appliances, tools, machinery, transportation, and whatever else may 
be required of every description necessary to do and complete the work, and shall be 
solely answerable for the same and for the safe, proper, and lawful maintenance and use 
thereof.  The successful bidder shall employ only competent workers and shall provide 
experienced supervision. 
 
WATER SUPPLY AND ELECTRICAL ENERGY 
 
The successful bidder may use the Town’s facilities to obtain the electrical energy and 
water supply necessary for cleaning purposes. 
 
INSURANCE REQUIREMENTS 
 
The successful bidder shall sign a hold harmless agreement prior to commencing work. 
 
If applicable, the successful bidder shall direct its insurance carrier to provide the Town 
with a Certificate of Insurance prior to commencing work.  Insurance coverage is subject 
to approval by the Town.  The Certificate shall specifically state that the Town shall 
receive thirty (30) days advance written notice of cancellation or non-renewal. 
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TECHNICAL SPECIFICATIONS  

 
GENERAL CLEANING 
 
Applies to Town Hall, Stanton Hall, and as needed to North Hall. 
 
Full cleaning service shall be performed weekly at Town Hall, 24 Russell Road, 
Huntington, MA. 
 
Full service shall be performed weekly at Stanton Hall, 26 Russell Road, Huntington, 
MA. 
 
Full service shall be performed as needed (Approx. 8 - 10 times per season prior to 
events.) at North Hall, 40 Searle Road, Huntington, MA.   
 
As the Town of Huntington deems necessary, additional Town facilities may be 
included into this contract.  Should this occur during the duration of this contract, 
pricing and scheduling of cleaning for each facility will be negotiated on an 
individual basis. 
 
It shall not be assumed that the level of cleanliness that presently exists in each of the 
public buildings meets these specifications or is satisfactory to the Town of Huntington.  
The successful bidder shall be required to assure that all provisions of these specifications 
are met entirely and that the Town is provided with clean and presentable buildings. 
 
TOWN PROVIDED PRODUCTS 
 
The Town will supply wastebasket liners, liquid soap, toilet paper and paper towels for 
all buildings.  The successful bidder will be responsible to install the liquid soap, toilet 
paper and paper towels in each building as needed. 
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       TOWN HALL, 24 Russell Road, Huntington, MA 
 
TUESDAY AND FRIDAY (or SATURDAY) Copy Room: 

1. Recycling box in copy room shall be emptied.   
2. If trash can is full on Tuesday, trash shall be removed and disposed of.   Otherwise it is to 

be removed on Friday/Saturday and liner replaced. 
3. Some extra liners are to be left in the copy room. 
4. Any empty cardboard boxes shall be removed and disposed of both days. 
5. From time to time, office personnel place old printers, telephones, computer parts, etc. in 

copy room for disposal.  These and any other such items will be marked “trash” 
and are to be removed and disposed of. 

 
WEEKLY TRASH PICK UP: 

 Empty all waste receptacles in Town Hall and dispose of waste.  Trash may be disposed 
of at the Transfer Station on Mill Street (arrangements to be made through the 
Selectboard Office).  Transfer Station is open Tuesday, 3:00 pm - 6:45 pm and Saturday, 
8:00 am – 4:45 pm.   

 Waste basket liners shall be furnished by the Town.  
 Ten (10) rooms on main level from which trash is to be collected:  Selectboard Office, 

Collector Office, Accountant/Treasurer Office, Police Office, Board of Health, Board of 
Assessors, Planning Board, Building Commissioner, spare office next to Building 
Commissioner, and copy room. 

 Two (2) restrooms 
  
WEEKLY AND OTHER CLEANING OF OFFICES AND HALLWAY: 

 Includes ten (10) offices/rooms, hallway and two (2) rest rooms in Town Hall, all on 
main level. 

 Vacuum, (sweep where necessary), and wet mop all floors.  Use crevice tool to reach 
dirt in corners of walls up to 8’, and along lower trim work of walls.  Entire area is to be 
thoroughly cleaned to remove dust, dry soil and other litter.  Chairs and trash receptacles 
shall be tilted or removed where necessary to sweep/clean underneath. 

 After the floor has been swept/cleaned, the floor surface, including corners and 
abutment, shall be free of streaks, litter and spots caused by spills or tracking. 

 Carpet runners in hallway and mats in hallway and offices are to be vacuumed, 
including underneath mats. 

 Walls in offices, hallway and restrooms are to be inspected weekly and any marks on 
walls are to be spot-cleaned using Magic Eraser, Comet, ammonia, or other product to 
fully remove marks. 

 All door knobs, arm rests on chairs, and telephones are to be wiped down using 
ammonia, bleach solution, Windex or other germicidal product. 

 Clean interior and exterior glass in outside doors. 
 Copy room:  Wipe out and clean microwave inside and out as needed.   Remove round 

glass tray monthly for thorough cleaning with sudsy water. 
 Wipe out and wash refrigerator inside and out as needed, including door handle  
 During summer months, knock down cobwebs around outsides of exterior doors. 

 
 
 
 



 9

WEEKLY CLEANING OF RESTROOMS: 
 Scour, wash and disinfect all basins, bowls, and urinals using appropriate product. 
 Use Comet, Magic Eraser, or other product to remove green scale build up on sinks. 
 Use bowl acid or bleach and nylon bowl brush to remove scale, scum, mineral deposits, 

etc. from bowls and urinals.  For bad stains, after scrubbing, pour some additional 
product and leave to soak overnight or weekend. 

 Wipe down handicap bars, counters, toilet tanks and bowl surfaces, flushing devices, 
paper towel holders, soap holders, and other fixtures with ammonia, bleach solution, 
Windex or other germicidal product. 

 Wash tops and bottoms of toilets, toilet tanks, and toilet seats using a germicidal product.  
Leave toilet seats in upright position free of watermarks and stains. 

 Clean mirrors to remove spots and dust. 
 Vacuum or dust heating vents as needed. 
 Remove and shake out mats.   
 Clean floors as specified above. 
 Replace all paper towels, hand towels, hand soap, as needed.  Supplies are to be furnished 

by the Town. 
 Damp wipe lavatory walls using germicidal product. 
 Vacuum and clean lower wall moldings. 

 
WEEKLY DUSTING: 

 Use a lightly treated dust cloth, lightly treated hand held lamb’s wool dusting tool, 
vacuum cleaner with dusting attachments, or combination of these dusting tools to 
remove all dust, lint, litter, dry soil, etc. from the horizontal surfaces of desks, chairs, file 
cabinets, and other types of office furniture and equipment, and from horizontal ledges, 
window sills, blinds, and shades. 

 Dust surfaces of computers, printers, faxes, lamps, etc. 
 Dust tops and surfaces of paintings in hallway.  
 After regular dusting, all surfaces shall have a uniform appearance, free from streaks, 

smudges, dust, lint, litter, etc.  Dusting shall be accomplished by removal of soil from the 
areas, and not by moving dirt from one surface to another. 

 In restrooms, use a cloth or sponge dampened with germicidal detergent in lieu of dusting 
tool or cloth. 

 
MONTHLY: 

 Sweep, vacuum and wash stairs leading to the basement. 
 Dust picture railings in hallway and offices. 
 Vacuum upholstered chairs. Wipe down other chair surfaces, including legs and wheels. 
 Vacuum wall corners over 8’top to bottom to remove dirt and cobwebs. 
 Vacuum or wipe down trim work around doors. 
 Vacuum or wipe down moldings and trim work on bottom walls. 

 
ANNUALLY:      

 Sweep and/or vacuum basement area and knock down any cobwebs. 
 Vacuum corners and dust wall areas (including picture rails) over 8’ high to remove dirt 

and cobwebs. 
 Wash down walls top to bottom. 
 Remove overhead light covers and clean. 
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STANTON HALL, 26 Russell Road, Huntington, MA 
 

TUESDAY AND FRIDAY (or SATURDAY): 
Trash may be disposed of at the Transfer Station on Mill Street (arrangements to be made through 
the Selectboard Office).  Transfer Station is open Tuesday, 3:00 pm - 6:45 pm and Saturday, 8:00 
am – 4:45 pm.   

 Recycling box shall be emptied.   
 Remove trash in all areas of main level (including trash overflow area between kitchen 

and men’s room) on Tuesdays and Friday/Saturdays. Replace liners.   
 Empty cardboard boxes shall be removed and disposed of both days. 
 Waste basket liners shall be furnished by the Town.  

 
WEEKLY CLEANING OF OPEN AREA AND HALLWAYS: 

 Includes large open area, stage, kitchen, two (2) entry ways, and two (2) rest rooms all on 
main level.   

 Vacuum, sweep, and wet mop all hard surface floors (this includes cleaning under 
stacked chairs).  Use crevice tool to reach dirt in corners of walls, and along lower trim 
work on walls.  Entire area is to be thoroughly cleaned to remove dust, dry soil and other 
litter. Chairs (other than stacked chairs) and trash receptacles shall be tilted or removed 
where necessary to sweep/clean underneath. 

 After the floor has been swept/cleaned, the floor surface, including corners and 
abutment, shall be free of streaks, litter and spots caused by spills or tracking. 

 Carpet runners and mats are to be vacuumed, including underneath each. 
 Walls in each area (including stage area) are to be inspected weekly and any marks on 

walls are to be spot-cleaned using Magic Eraser, Comet, ammonia, or other product to 
fully remove marks. 

 All door knobs, arm rests on chairs, and telephones are to be wiped down using 
ammonia, bleach solution, Windex or other germicidal product.  Note:  this does not 
include stacked chairs. 

 Clean interior and exterior glass in doors, and spots or hand prints on inside of windows. 
 Wipe out and clean microwave inside and out as needed.  Remove round glass tray 

monthly for thorough cleaning with sudsy water. 
 Wipe out and clean kitchen sinks. 
 Wipe out and wash refrigerator inside and out as needed, including door handle. 

 
WEEKLY CLEANING OF RESTROOMS: 

 Scour, wash and disinfect all basins, bowls, and urinals using appropriate product. 
 Use Comet, Magic Eraser, or other product to remove green scale build up on sinks. 
 Use bowl acid or bleach and nylon bowl brush to remove scale, scum, mineral deposits, 

etc. from bowls and urinals.  For bad stains, after scrubbing, pour some additional 
product and leave to soak overnight or weekend. 

 Wipe down handicap bars, counters, toilet tanks and bowl surfaces, flushing devices, 
paper towel holders, soap holders, and other fixtures with ammonia, bleach solution, 
Windex or other germicidal product. 

 Wash tops and bottoms of toilets, and toilet seats using a germicidal product.  Leave 
toilet seats in upright position free of watermarks and stains. 

 Clean mirrors to remove spots and dust. 
 Vacuum or dust heating vents as needed. 
 Remove and shake out mats, if any.   
 Clean floors as specified above. 
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 Replace all paper towels, hand towels, hand soap, as needed.  Supplies are to be furnished 
by the Town. 

 Damp wipe lavatory walls using germicidal product. 
 Clean stainless steel surfaces using Windex or other similar product. 
 Vacuum and clean wall moldings. 

 
WEEKLY DUSTING: 

 Use a lightly treated dust cloth, lightly treated hand held lamb’s wool dusting tool, 
vacuum cleaner with dusting attachments, or combination of these dusting tools to 
remove all dust, lint, litter, dry soil, etc. from the horizontal surfaces of desks, chairs, file 
cabinets, and other types of furniture and equipment, and from horizontal ledges, and 
window sills. 

 After regular dusting, all surfaces shall have a uniform appearance, free from streaks, 
smudges, dust, lint, litter, etc.  Dusting shall be accomplished by removal of soil from the 
areas, and not by moving dirt from one surface to another. 

 In restrooms, use a cloth or sponge dampened with germicidal detergent in lieu of dusting 
tool or cloth. 

 
MONTHLY: 

 Vacuum upholstered chairs. Wipe down other chair surfaces (not stacked chairs), 
including legs and wheels. 

 Vacuum wall corners up to 8’ top to bottom to remove dirt and cobwebs. 
 Vacuum or wipe down trim work around doors. 
 Vacuum or wipe down moldings and trim work on bottom walls. 

 
 
ANNUALLY: 

 Vacuum corners and dust wall areas (including picture rails) over 8’ high to remove dirt 
and cobwebs. 

 Wash down walls top to bottom. 
 Remove overhead light covers and clean. 
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NORTH HALL, 40 SEARLE ROAD, HUNTINGTON, MA 

 
 
PERIODIC CLEANING NORTH HALL: 
 
a. Vacuum and clean both levels per above specs for other buildings; clean elevator, 

including walls, as needed. 
b. Clean lower level kitchen area if used. 
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TOWN OF HUNTINGTON 
 

BID PROPOSAL FORM 
 

TOWN BUILDINGS CLEANING CONTRACT 
 
 
 
 BID FROM: 
 
 NAME:          
   (Sign and Print) 
  
 COMPANY NAME:         
 (if applicable) 
 
 STREET:          
 
 CITY, STATE, ZIP CODE:        
 
      DAYTIME TELEPHONE:         
       
      ALTERNATE NUMBER:         
 
      
     EMAIL:            
 
 
 
The undersigned declares that he/she has visited the facilities and thoroughly 
examined the Contract Documents for the proposed work and that, if the bid is 
accepted, he/she will enter into the Agreement with the Town and will take in full 
payment therefore for the duration of the Agreement period, the unit price applicable 
to each item of work as agreed to in the schedule. 
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TOWN HALL – 24 RUSSELL ROAD 
 
       
      BIDDER NAME:       

 
 
 
July 1, 2016 – June 30, 2017: 
*Price Per Week:       $    
 
Total Annual Base Price:     $    
 
 
 
 
Price for Annual Cleaning, per specs:    $    
 
 
 
 
*Note: Price Per Week includes weekly and monthly cleaning. 
 
 
Minimum number of man hours to be furnished weekly per enclosed 
specifications: 
 
             
 
How many people will be cleaning weekly each time?        
 
 
Minimum equipment and materials to be furnished per enclosed specifications: 
 
             
 
 
Additional services offered or comments:        
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STANTON HALL - 26 RUSSELL ROAD 
 

     
 
 BIDDER NAME:         
 
 
July 1, 2016 – June 30, 2017 
*Price Per Week:      $    
 
Total Annual Base Price:    $    
 
 
 
 
Price for Annual Cleaning, per specs   $    
 
TOTAL:       $    
 
 
 
 
*Note:  Price Per Week includes weekly and monthly cleaning. 
 
 
Minimum number of man hours to be furnished weekly per enclosed 
specifications: 
 
             
 
How many people will be cleaning weekly each time?       
 
 
Minimum equipment and materials to be furnished per enclosed specifications: 
 
             
 
 
Additional services offered or comments:        
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NORTH HALL – 40 SEARLE ROAD 
 

 
BIDDER NAME:         
 
 
July 1, 2016 – June 30, 2017 
As Needed Per Events Calendar:   
 
 
UPPER LEVEL/STAGE AREA /REST ROOMS:  

$   Each Cleaning 
(Approx. 8 - 10 times per season.) 
 
 
 
LOWER LEVEL/KITCHEN AREA: $   Each Cleaning 
 
 
ELEVATOR/LIFT:   $   Each Cleaning 
 
 
 
 
 
Minimum number of man hours to be furnished weekly per enclosed 
specifications for each area: 
 
             

 
How many people will be present for each cleaning?     
            
 
Minimum equipment and materials to be furnished per enclosed specifications 
for each area: 
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BID FOR:  TOWN OF HUNTINGTON, MA 
   TOWN BUILDINGS CLEANING CONTRACT 
 
The undersigned bidder, having fully informed his/herself regarding the accuracy of 
the statements made herein, certified that: 
 

1. the bidder developed the bid independently and submitted it without collusion 
with, and without any agreement, understanding, or planned common course 
of action with any other entity designed to limit independent bidding or 
competition, and 

2. the bidder, its employees and agents have not communicated the contents of 
the bid to any person not an employee or agent of the bidder and will not 
communicate the bid to any such person prior to the official opening of the 
bid. 

 
The undersigned bidder further certifies that this statement is executed for the purpose of 
inducing the Town of Huntington to consider the bid and make an award in accordance 
therewith. 
 
Legal Name of Bidder:          
 
Business or Personal Address:         
     
             
 
             
 
 
 
 
 
Printed Name and Title of Person:         
 
Signature of Person:           
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TOWN OF HUNTINGTON, MA 
 

TOWN BUILDINGS CLEANING CONTRACT 
 
 
Provide at least three (3) references: 
 

1. FIRM NAME        
ADDRESS        
CITY, STATE        
TELEPHONE        
NAME         

      TYPE OF OPERATION       
   
 

2. FIRM NAME        
ADDRESS        
CITY, STATE        
TELEPHONE        
NAME         

      TYPE OF OPERATION       
   
 

3. FIRM NAME        
ADDRESS        
CITY, STATE        
TELEPHONE        
NAME         

      TYPE OF OPERATION       
  


