RPS Fan Coil Cleaning Expectations
· Facility Operations Preventive Maintenance supervisors will notify building managers and RPS leadership of schedule and of any changes to set schedule ASAP
· Make certain all material is on site prior to the start 
· Communicate assignments and responsibilities with team members
· Make certain to knock on each room door prior to entering
· Communicate to each member their role
· Follow ALL applicable safety procedures including LOTO
· Make any needed notes 
· Certify check off sheets are completed each day
· Ensure check off sheets are signed by the assigned FO staff member at the end of each shift
· Scan each completed check off sheet and attach to the appropriate work order number for documentation  
· Make sure all boxes are checked as appropriate
· Make any needed tickets for the proper shops 
· Check completed fan coil units and rooms
· Inspect outside vendor’s work, is it what we asked them to do?  Does their work meet our standards
· Make certain all rooms entered have been secured
· Make certain any related cleaning debris has been removed
· Do not alter or discard any standard operating procedure, guideline or policy without proper approval 
· Any changes to the job scope or recommendations by the vendor needs approved before implementation
Scope of Work
· Contractor Responsibility								
· Stage all equipment								
· Work with Indiana University RPS personnel to enter designated room
· Remove grill from Fan Coil Unit
· Remove dirty filter from unit
· Remove inner panel from Fan Coil Unit
· Sweep inside Fan Coil Unit removing all foreign material
· Chemically clean coil and rinse with water
· Install inner panel on Fan Coil Unit
· New Filter provided by IU Facility Operations will be on site in designated areas
· Clean front cover and grill removing all foreign material
· Install front cover and grill	
· Clean grills above unit								
· Additional Notes
· Any furniture that must be moved for Fan Coil Unit access will be moved by RPS personnel
· RPS personnel will be responsible for opening ALL student room doors to allow contractor access
· RPS personnel will be responsible for making certain all student room doors are locked once all work has been completed 	
· Any additional debris around the Fan Coil Unit created by the cleaning process will be the responsibility of the contractor to clean
· Vendor will remove dirty filters from the premise and dispose of properly
· Contractor will not be responsible for any Fan Coil Units that are only able to be accessed by ladder
· Units will be randomly spot checked by Indiana University personnel for accurate work	
· Pricing and Number of Units
· Pricing will be provided as a "per unit" basis and not by the hour
· Pricing will include all labor and chemicals
· On campus, we are required to use Evap-Fresh coil cleaner as authorized by Environmental Health and Safety. If the contractor needs contact information for purchase, it will be provided
· The number of units provided are an estimate. Final invoice will be based on the actual number of units completed
· Numbers will vary due to room access, construction projects and could be less than the number estimated
· It is the responsibility of the contractor to provide documented proof of number of units completed and will be subject to inspection
· Invoices will be provided for each building completed and will reference the Purchase Order number, Work Order number and Building name as provided on PO
· Cleaning Dates
· July 21st - Aug 8th
· Dec. 22nd - Jan 9th
· May 11th – May 29th

Note: Mandatory Pre-Bid Meeting to take place onsite at Indiana University Bloomington Campus
All participants MUST attend this site visit; failure to do so may result in immediate rejection of any proposal.
Meeting Date: Monday, 3/24 at 12:30pm EST
Meeting Location: Main West entry of Tulip Tree Apartments (2451 E 10th St, Bloomington, IN 47408)
From there we will visit Eigenmann and Forest. Teams calendar invite to follow for Pre-Bid Meeting.

