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RFP No. FY24-FACMAIN09 
Comprehensive Facilities Services Provider  

Facilities Maintenance, Custodial, & Groundskeeping Services 
 
 

Prepared by: 
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Director of Procurement Services & 
Strategic Support 

 
 
 
 
 
 
 
 
 
 

 
bhansard@kilgore.edu  

https://www.kilgore.edu/additional-resources/procurement-services/ 
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SECTION 1 
REQUEST FOR PROPOSAL 

 
Kilgore College (“College”) is seeking proposals from qualified firms for college-wide comprehensive 
facilities services. 
 
The following timeline has been established to ensure that our project objective is achieved; however, the 
following project timeline shall be subject to change when deemed necessary by management. 
 

MILESTONE DATE 
Posted/Published January 12, 2025 
Open for Proposals January 21, 2025 
Pre-Proposal meeting/tour January 30, 2025 9:00 am 
Questions Deadline February 27, 2025 3:00 pm 
Close to Proposals March 18, 2025 10:00 am 
Contract Awarded April 14, 2025 
Contract Start Date TBD 

 
On-Site Pre-Proposal Meeting/Tour 
There will be a Pre-Proposal Meeting/Tour to provide potential  proposers the opportunity to 
meet with the Kilgore College Facilities team for a question-and-answer session and tour of the 
Campuses. This is not a mandatory meeting, but attendance is highly encouraged. 
 
Date: Thursday, January 30, 2025  
Time: 9:00 am (Kilgore), 1:00 pm (Longview)  
Meet at Location(s): 
Kilgore Campus – McLaurin Administration Building, 2nd Floor – 827 Ross Ave, Kilgore, TX 75662 
KC-Longview – Hendrix Building – 300 S. High St, Longview, TX 75601 (front entrance) 
 
Questions concerning this proposal will be entertained at the pre–proposal meeting. Please come 
prepared. 
 
Vendors must reserve seating for the pre-bid meeting by emailing bhansard@kilgore.edu. Tours will be 
conducted immediately following the pre-proposal meeting; vendors are responsible for their own 
transportation. Schedule and maps will be provided when reservation is received. 
 
Answers to Questions at the Pre-Proposal meeting will be available to all Proposers on the KC 
Procurement Services website: https://www.kilgore.edu/additional-resources/procurement-services/ . 
 
Accommodations for People with Disabilities. If the vendor or any of the vendors employees 
participating in the RFP need, or have questions about the College’s accommodations for people with 
disabilities, please make arrangements with the Director of Procurement Services & Strategic Support, 
via email provided. Such requests should be made as early as possible to allow time to arrange the 
accommodation(s). 

mailto:bhansard@kilgore.edu
https://www.kilgore.edu/additional-resources/procurement-services/
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SECTION 2 
GENERAL OVERVIEW/ PROJECT SUMMARY 

 
ABOUT THE INSTITUTION 
Kilgore College is a public, two-year higher education institution with a 20 Independent School District 
service area.  The College has met the academic and workforce needs of East Texas since 1935 by 
providing a learner-centered environment that focuses on student access, success, completion, and post-
completion success via collaborative partnerships. Our main campus is in Kilgore, Texas, a city of 
approximately 13,500 located in the northeast section of the state. Since 1976, the College has 
maintained an educational center in Longview, Texas.  
 
KILGORE CAMPUS: The College’s main campus, as well as various other facilities are located within 
the city limits of Kilgore, TX.  Instructional classrooms and labs, student support services, the College 
library, museums, auditoriums, student housing, administrative offices and functions, and more comprise 
the main campus. Additional facilities in Kilgore include, but are not limited to, the Torrence Health 
Science Education Center, KC Transportation Institute, Adult Education Center, KC Commons, football 
field house, warehouse, receiving, and the physical plant facility. 
 
KC-LONGVIEW CAMPUS: Administrative offices, classroom facilities, computer labs, multiple 
workforce education programs, a cosmetology facility, and adult education and literacy services are located 
at this site. 
 
TRAINING FACILITIES: Administrative offices and the Kilgore College Electric Power Technology 
(KCEPT), Kilgore College Police Academy (KCPA), and Kilgore College Fire Academy (KCFA) are at 
this site. 
 
LOCATIONS TO BE SERVICED 
It is intended that the Contractor will provide comprehensive facilities services to all Kilgore College 
owned/operated facilities. Attachment 1 to this RFP contains detailed Kilgore College building and location 
information. Blue prints provided upon request. 
 
PROJECT SUMMARY 
Kilgore College through this Request for Proposal (“RFP”) is seeking proposals for Comprehensive 
Facilities Service Provider. Services to be performed shall include facilities maintenance, grounds keeping, 
and custodial. Delivery will be in accordance with the terms, conditions and requirements set forth in this 
Request for Proposal. The successful proposer will provide the specified requirements in accordance with 
all applicable federal, state and local laws, standards and regulations necessary to perform the scope of 
services to sustain APPA 3 and target APPA 2. 
 
Services are required college-wide. This includes but is not limited to the facilities and locations 
identified herein. 
 
TERM OF CONTRACT 
Under the initial terms of the RFP, Kilgore College intends to let vendor contract for a three-year period 
beginning September 1, 2025 and ending August 31, 2028. If such a contract is let, the College reserves 
the right to renew the agreement for two (2) additional one-year terms contingent upon the vendor and 
Kilgore College mutually agreeing on the terms of said extensions(s). Further, KC reserves the right to 
extend the contract term on a month-to-month basis, not to exceed six (6) months upon the expirations of 
the initial term and any successive renewal term.  
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If longer-term contracts will provide Kilgore College and its student’s higher service, greater value or 
other significant benefits, the proposer is encouraged to include and detail such as options to be 
considered. 
 
GENERAL OVERVIEW 
Proposals will be received no later than March 18, 2025, at 10:00am in the Procurement Services 
Department. Vendors are instructed that a formal opening will not occur. The name of the vendors will 
be read into record at that time.  Proposals will not be opened nor will there be additional information 
given at that time. The College will negotiate with qualified vendors concerning the proposals submitted. 
All late proposals will be rejected and returned to the submitting vendor unopened. 
 
As the College is seeking a Comprehensive Facilities Service Provider, proposals for less than the entire 
scope of services/work will not be accepted.  
 
For the purpose and clarity of this document only, the word(s) “COLLEGE” and “KC” will herein mean 
Kilgore College, of Kilgore, Texas. In addition, for the purpose and clarity of the document, the word(s) 
“VENDOR” and “PROPOSER” will herein mean any reliable and interested broker, vendor, supplier, 
and/or contractor who wants to submit a proposal for this contract. Within this document, the terms 
“Bidder”, “Contractor”, “Proposer” or “Vendor” is the same as the “Vendor”. The terms “Bid” and 
“Proposal” are one and the same. 
 
THOROUGH STUDY AND INVESTIGATION 
The Proposer must be familiar with the project by thorough personal examination of the proposed work 
site(s), by due consideration of the specifications and drawings, if applicable, and by use of any other 
means that may be necessary to determine the following: 
a. The actual conditions and requirements of the work; 
b. Any unusual difficulties that may be encountered in the execution of the work; 
c. The character and respective amounts of all classes of labor and material which the contractor may be 

required to furnish in order to complete all or any part of the work; and 
d. All circumstances and conditions affecting the work or its cost. 
 
The Proposer’s proposal must include any and all expenses that may incur in order to complete the work 
stipulated under the proposed contract. 
 
Any failure of the Contractor acquainting themselves with all the available information concerning the 
above, shall not relieve Contractor from responsibility for estimating properly the difficulties or cost to 
successfully perform the work. 
 
Contact Betsy Hansard, Director of Procurement Services & Strategic Support, bhansard@kilgore.edu 
and Ben Avedikian, Facilities Executive Director, bavedikian@kilgore.edu, in order to arrange and 
coordinate campus site visits beyond the On-Site Pre-Proposal Meeting detailed above. 

mailto:bhansard@kilgore.edu
mailto:bavedikian@kilgore.edu
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SECTION 3  
SCOPE OF WORK 

 
Kilgore College seeks comprehensive facility maintenance, custodial, and grounds maintenance services. 
Scopes of work for each of these functional areas are provided as follows: 
 
Attachment 2 – Facilities Condition Assessment 
Attachment 3 – Facilities Maintenance Services 
Attachment 4 – Custodial Services 
Attachment 5 – Grounds Maintenance Services  
 
The attached scopes of work provide a statement of the College’s expectations and a baseline for 
evaluating proposals. These are not guaranteed levels of service to be included in any contract let. Actual 
scopes of work are subject to negotiation and modification prior to finalization of a contract. 
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SECTION 4 
PROPOSAL PREPARATION AND SUBMITTAL 

 
Proposals must conform to all requirements stated below and elsewhere in this RFP. Disregarding these 
requirements may result in disqualification of the proposal. 
 
Before submitting a proposal, each firm shall familiarize itself with the entire RFP, including the Scopes 
of Work, sample Agreement for Services, College’s insurance requirements, and all laws, regulations and 
other factors affecting the firm’s performance. The firm is responsible for fully understanding the 
requirements of a subsequent contract, and shall otherwise satisfy itself as to the expense and difficulties 
accompanying the fulfillment of contract requirements. The submission of a proposal will constitute a 
representation of compliance by the firm. There will be no subsequent financial adjustment for lack of 
such familiarization. 
 
All proposal materials must be placed in a sealed package (envelope, box, etc.) clearly marked with the 
proposal name, number, and the firm’s name. It is the responsibility of the firm to ensure that proposals 
are received in the office of Procurement Services by the due date and time stated on page 1 of this RFP.  
 
The firm is responsible for delivery of its proposal by the deadline notwithstanding any claims of error or 
failure to perform by a mail, courier or package delivery service. No proposals or proposal modifications 
may be submitted orally, electronically, or via telephone, facsimile, electronic mail (email) or telegraph. 
All proposals must be on standard paper size (8½ x 11 inches) and shall be in the required format 
incorporating the forms provided in this RFP package, if any. It is permissible to copy these forms as 
required. The authorized person signing the proposal shall initial erasures, interlineations or other 
modifications on the proposal. 
 
The firm must submit one (1) original copy of the proposal, clearly marked “Original” and three (3) 
additional printed copies. In addition, the firm must submit one (1) digital .PDF copy of the proposal on 
media suitable for copying and distributing electronically. 
 
The firm’s proposal should be organized in sections as outlined below: 
 

1. Cover Letter 
All proposals must include a cover letter submitted under the firm’s name on the firm’s 
letterhead containing the signature and title of a person or an official of the firm who is 
authorized to commit the firm to a potential contract with the College. The cover letter must 
also identify the primary contact for this proposal and include the College’s RFP number found 
within this RFP. The cover letter should express the firm’s interest and serve as an executive 
summary of the proposal. Claims of proprietary information must be included in the cover 
letter. 

 
2. Proposal Form 

All proposals must include the complete Proposal Form signed by a person or an official 
authorized to commit the firm to a contract with college. 

 
3. Qualifications 

The proposal must describe the firm’s qualifications to provide the requested products and/or 
services, and include the following: 
a. Description of the nature of the firm’s business; include a description of experience, 

competencies, financial stability, and overall organizational capabilities. 
b. Corporate organization chart indicating key management team members. 
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c. Number of years in business. 
d. Description of the firm’s capabilities to provide the requested product(s)/service(s). 
e. Description of the project staff structure, the background, qualifications and relevant 

experience of all staff involved in the project, including length of time at contractor; include 
the responsibilities that each staff member will have during the execution of this project. 

f. Overview of approach and description of methodology to be used. 
g. Description of project structure and detailed project timelines and phases (if applicable). 
h. References: The offeror must provide three (3) independent references from three (3) 

different projects of similar scope, nature, and complexity to that requested by the College. 
The College prefers educational or governmental entity references. Each of the references 
must include the following information: 

1. Entity name 
2. Industry Type 
3. Address, City, Province/State/Country 
4. Contact Name, Title, Phone Number, and Email address 
5. Number of years services(s) have been provided to the entity 
6. Comments (include details regarding the current status of the product/service 

provided by offeror) 
 

4. Response to Scope of Work 
Responses must be clear and thorough, but concise, and written in plain, easy to understand 
language. Responses must follow the numbering format in this RFP. Within this section, offeror 
shall also provide: 
a. Description of the offeror’s hiring practices and procedures to include information on 

average time to hire, background investigations, pre-hire testing, etc.  
b. Staffing plan to include number of personnel, staffing mix, qualifications required, etc.  
c. Compensation plan, benefits package, training programs 
d. Proposed work schedules, frequency lists, etc.  
e. Description of a transition plan, if offeror is a new vendor to KC. 
f. Description of the CMMS to be utilized. 
g. Listing and description of proposed capital equipment purchases for each functional area. 
h. Description of the offeror’s approach to conducting a facilities condition assessment, length 

of time to conduct the assessment, the data to be collected, length of time to compile an 
FCA report, and the manner in which the information will be presented to the College.  

 
5. Exceptions Requested 

a. Exceptions to the RFP/Scope of Work. Any exceptions to the requirements of this RFP 
that the firm requests the College to consider must be placed in this section. Each alternate 
or exception should be addressed separately with specific reference to the requirement. If 
there is no proposed alternates or exceptions, a statement to that effect must be included in 
this section of the proposal. 

b. Exceptions to the Agreement and Terms and Conditions. The college’s Sample 
Agreement for Services, including the Insurance Requirements, general and supplemental 
Terms and Conditions, will be used to consummate any resulting agreement between the 
College and successful offeror. Any exceptions requested from the Sample Agreement 
must be included in this section. Any proposed additional terms (i.e., terms not already 
covered by the College Sample Agreement) or alternate terms required by the firm should 
be included here with a brief explanatory introduction. NOTE: interested offeror is 
expected to engage in good faith negotiations, and as such, is encouraged to select a 
reasonable number of agreement terms of substance and importance. Lengthy lists 
with proposed exceptions or requests for exceptions in non-negotiable terms (e.g., 
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state-mandated provisions; federal compliance, etc.) will not be considered. Further, 
unless expressly requested by the College Procurement Manager, offeror should NOT 
include its firm’s standard form of agreement with its proposal: Any resulting 
agreement between College and successful offeror will be drafted on the College’s 
form. 

 
6. Proposer’s Proprietary/Confidential Information 

In the event the offeror elects to include in its proposal any information deemed “proprietary” or 
“protected,” it shall package such information separately from the balance of the proposal and 
clearly mark as to any proprietary claim. The College discourages the submission of such 
information and undertakes to provide no more than reasonable efforts to protect the proprietary 
nature of such information. The College, as a public entity, cannot and does not warrant that 
proprietary information will not be disclosed. The College shall have the right to use any and 
all information included in the proposals submitted unless the information is expressly restricted 
by the offeror. 

 
7. Cost Proposal 

The offeror shall complete the Cost Proposal Form included in the RFP as a summary to a 
detailed Cost Proposal. The offeror’s Cost Proposal shall conform to the following guidelines: 
a. Prices shall be shown by item and individually extended, unless otherwise indicated. In 

case of a conflict between unit price and extension, unit price prevails. 
b. Proposals that include equipment or materials should not include sales tax. The College is 

tax exempt under federal tax EIN 75-6001909. 
c. Prices for services shall be listed hourly, including the total cost and the total number of 

hours required to complete the services, and, if applicable, any individual category of the 
services. 

d. For multi-year projects, include the total annual cost for each service. 
e. Provide detailed explanations of any assumptions that the offeror made in calculating the 

project costs in order to provide sufficient information for the College to be able to prepare 
a detailed cost analysis and comparison. 

f. Identify when the offeror proposes to invoice the College (e.g., progress payments, 
milestone, weekly, monthly etc.) 

g. Indicate if any items are optional and specify them in a separate section(s). 
h. Identify amortization schedule for necessary equipment.  

 
The College expects that all costs are included in the overall fee for services proposed, and that 
there will be no additional expenses billed to the College for any reason. 

 
8. Appendix 

The Proposal Appendix must include: 
a. All documents or forms required by the College to be completed by the firm, including the 

required Certification Forms included in the RFP (Section 8). 
b. Details of any litigation your company or any of its subsidiaries or affiliates has had in the 

past five years relate to the performance of services provided by your firm. 
c. If a firm has had any previous contracts canceled or is currently debarred, suspended, or 

proposed for debarment by any government entity, the current status must be documented 
in this proposal. If any customer has stopped using the products(s) or service(s) you are 
proposing, provide details including customer name, date when product was installed, date 
when product was discontinued (usage) and reason for discontinuation, including contact 
details of the customer. 

d. If within the last 24 months the firm has “lost” or failed to receive renewal contracts for a 
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project(s) similar to those detailed herein, please provide the following information: 
1. Entity name 
2. Industry Type 
3. Address, City, Province/State/Country 
4. Contact Name, Title, Phone Number, and Email address 
5. Number of years’ service(s) were provided to the entity 
6. Comments (include details regarding the circumstances leading to the ending of the 

contract) 
e. If the firm intends to use any cooperative, subcontract, third party agreement, or the like to 

perform under their proposal, the firm must supply the name, address, qualifications and 
criteria used by the firm for selection of any third party, and the intended services to be 
performed. The services provided under the Scope of work proposed, in part or in 
whole, shall not be subcontracted without proper written permission of the College. 

 
9. Certifications – 

By signing the Proposal Form (included in Section 6), the offeror certifies that the submission 
of the proposal did not involve collusion or other anti-competitive practices; that the offeror has 
not given, offered to give, nor intends to give at any time hereafter any economic opportunity, 
future employment, gift, loan, gratuity, special discount, trip, favor, or service to a public 
servant in connection with the submitted proposal. The Offeror also certifies whether it is a 
small business under the federal regulations, and if so, the category of eligible small business. 

 
In addition, by signing the Mandatory Certification Forms included in Section 8), the offeror 
certifies (1) whether or not an employee of the College has, or whose relative has, a substantial 
interest in any agreement subsequent to this RFP; (2) whether it does not and will not engage in 
boycott of Israel activities; (3) whether it complies with the legal worker verification 
requirements; and if applicable, (4) the status with regard to debarment, or suspension by any 
governmental entity; and (5) anti-lobbying certification and disclosure. 
 
Failure to provide signatures affirming the stipulations required above will result in the 
rejection of the submitted proposal and, if applicable, any resulting agreement. Signing the 
certifications with a false statement shall void the proposal and, if applicable, any resulting 
agreement. 

 
The deadline for receipt of sealed proposals is March 18, 2025 at 10:00 AM (Central Standard 
Time). Sealed proposals must be received by this deadline at the following location: 

 
RFP Contact Name: Betsy Hansard 

 
Contact Mailing Address: 

 
Kilgore College  
108 Choice St 
Kilgore, TX 75662 

 
 Contact Physical Address: 

 
Kilgore College  
108 Choice St 
Kilgore, TX 75662 
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Additional Information/Notes: 
 
Interpretations of the Specifications/Communication with the College 

For further information or clarification of specifications of the RFP, please contact:  Betsy Hansard, 
Director of Procurement Services & Strategic Support at bhansard@kilgore.edu.  All questions must be 
submitted in no later than 3:00 pm on February 27, 2025.  Only the interpretation or correction so given 
by the Director of Procurement Services & Strategic Support, in electronic writing (email), shall be 
binding and prospective Vendors are advised that no other source is authorized to give information 
concerning, explain or interpret, the proposal document.  
 
Requests for information, interpretation or correction must be in electronic writing (email), addressed to 
the Director of Procurement Services & Strategic Support. Vendors are notified that telephone questions 
will not be answered.  
 
All interpretations and any supplemental information and/or instructions will be in the form of written 
addenda to the request for proposal documents. All addenda will be posted online at 
https://www.kilgore.edu/additional-resources/procurement-services/  under the Request for Proposals 
section. 
 
Once this RFP is issued, please do not communicate with any member of the faculty, staff or the student 
body regarding facilities services. Violation of this restriction may lead to disqualification. 
 
During the process of evaluation, the committee may need additional information. This need will be 
communicated through the Director of Procurement Services & Strategic Support and each vendor shall 
be responsible to respond in written form or by appearance before the committee as requested. 
 

Adjustments and Cancellations 
All adjustments and cancellations will be from the Procurement Services Office. 
 

General Conditions 
You are notified that although the College is required to submit purchases of all contracts over $50,000 
to the competitive proposal process, it is not required to accept the lowest proposal. In such purchasing, 
the lowest proposal may be rejected by the Board of Trustees. The proposals will be evaluated by a 
committee and a formal recommendation will be made that is in the best interest of the College. 
 
The College reserves the right to reject any and all bids, to accept bids either in whole or in part, and to 
waive any irregularities or defects in any proposal should it be deemed to be in the best interest of the 
College/University to do so. The College reserves the right to negotiate price with selected vendor. 
 

Purchase Orders 
The College shall not be responsible for any goods delivered or services performed without a 
purchase order signed by an authorized representative. 
 
 
 
 
 
 
 
 

https://www.kilgore.edu/additional-resources/procurement-services/
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Proposal Checklist 

The checklist provided below is a summary of some of the required components of the RFP. It is 
provided as a convenience to proposer, but is not intended to be all-inclusive or to imply acceptance or 
evidence of compliance by its use. It is the responsibility of the offeror to submit complete and 
compliant proposals. 

 
☐ Cover Letter 
☐ Proposal Form (refer to Section 6) 
☐ Cost Proposal Form (refer to Section 6) 
☐ Qualifications 
☐ Responses to Scope of Work 
☐ Exceptions Requested From (refer to Section 6, and Sections 4 and 7) 
☐ Completed and Signed Certifications (refer to Section 8) 
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SECTION 5 
SELECTION AND CONTRACT AWARD 

Proposals shall be evaluated based on the requirements set forth in the RFP. Selection of the firm(s) will 
be at the discretion of the College and will be based on the proposal that the College deems to be the 
most responsive and responsible and serves the best interests of the College. It is the intent of the 
College to negotiate and enter into a contract with the selected firm following a Notice of Intent of 
Selection. 
Selected offeror(s) may be required to make on-site oral and visual presentations or demonstrations at 
the request of the College. The College will schedule the time and location for any presentations. Costs 
and equipment for such presentations are the responsibility of the offeror. Best and Final offers may be 
solicited from the pool of finalists prior to selection of the successful firm. 

 
Proposals will be reviewed by the College Selection Committee and will be evaluated based on the 
following criteria, which are listed in descending order of importance: 
 

PROPOSAL CRITERIA                   POINTS 
Qualifications        150 

• Company Background 
• References 
• Financial Stability 

Human Resources Systems      100 
• Recruiting/Hiring 
• Training    

Proposed Staffing         150 
• Proposed Management Personnel 
• Proposed Staffing Levels  
• Corporate Support  

Operations Plans        300 
• Implementation Plan 
• Department Programs 
• Quality Assurance 
• Reporting     

Price          300 
• Proposed Capital Equipment       

        Total Points             1,000  
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SECTION 6 
PROPOSAL FORM 

 
Date:   
 
Proposal of     , 
                                                                                    (Company Name) 
 

• a corporation organized and existing under the laws of the State of  ; 
• a partnership, registered in the State of  , and consisting of 

 , 
• an individual trading as  , 
• located at  . 

 
This Proposal is submitted in response to RFP No.  ,     
                                                                                         [provide title or brief description] 
 
The undersigned, as a duly authorized officer, hereby agrees to be bound by the content of this Proposal and 
agrees to comply with the terms, conditions and provisions of the referenced RFP and any addenda thereto in the 
event of an award. Exceptions are to be noted as stated in the RFP. The proposal shall remain in effect for a period 
of one-hundred- twenty (120) calendar days as of the Due Date for responses to the RFP. 
 
The undersigned understands that the College reserves the right to reject any or all Proposals or to waive any 
formality or technicality, as determined by the College in its sole discretion, in any Proposal in the interest of the 
College. 

 
The undersigned hereby certifies that this Proposal is genuine and not a sham or collusive, nor made in the interest 
or behalf of any person not herein named, and that the undersigned has not directly or indirectly induced or solicited 
any other offeror to put in a sham proposal, or any other person or entity to refrain from submitting proposals, and 
that the Offeror has not in any manner sought by collusion to secure for itself an advantage over any other Offeror. 

 
The undersigned further certifies that as a duly authorized officer, he or she is authorized to negotiate in good faith 
on behalf of this firm for purposes of this RFP. 
 
              
(Proposer’s Full Legal Name) 
 
         
(Signature) 
 
         
(Print Name) 
 
         
(Title) 
 
              
(Complete Business Address) 
 
              
(Email Address)     (Phone) 

 
         
(Federal Taxpayer ID Number) 
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SECTION 6 (continues) 
COST PROPOSAL FORM 

(Response must be on this form) 
 
 
 
 

PRICING – MONTHLY RATES: 
The fixed monthly billing amount is to include all costs for providing facility services in accordance with the RFP terms, 
conditions, and specifications. 
 
All supplies and services needed to perform the scope of work are to be provided by the Bidder and included on this cost 
of service form. 

 
LOCATION MONTHLY COST per LOCATION 

 Maintenance Custodial Grounds Facility Cond. Assess. 

Kilgore Facilities     

KC Longview    
  

Training Facilities     

 
PRICING – HOURLY LABOR RATES: 

Quote hourly rates, as a benchmark for future contractual adjustments. 
 

Maintenance: 
 

SUPERVISOR, regular hours $ /hr. 

SUPERVISOR, overtime $ /hr. 

WORKER, regular hours $ /hr. 

WORKER, overtime $ /hr. 
 

Custodial: 
 

SUPERVISOR, regular hours $ /hr. 

SUPERVISOR, overtime $ /hr. 

WORKER, regular hours $ /hr. 

WORKER, overtime $ /hr. 
 

Grounds: 
 

SUPERVISOR, regular hours $ /hr. 

SUPERVISOR, overtime $ /hr. 

WORKER, regular hours $ /hr. 

WORKER, overtime $ /hr. 
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SECTION 6 (continues) 
EXCEPTIONS REQUESTED FORM 

 
 

After carefully reviewing the College’s sample agreement (See Section 7), the offeror: (select one only) 
 
 

 Requests no exceptions 
 

 Requests the following exceptions: 
 

For each exception, the offeror shall provide all of the following information: (i) Name of the Document/Attachment; 
(ii) Page and Paragraph Number; (iii) Exception; (iv) Justification for Exception. Blank, unjustified, or unsupported 
requests will be disregarded. 
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SECTION 7 SAMPLE AGREEMENT 
 

AGREEMENT FOR SERVICES 
 
THIS AGREEMENT FOR SERVICES (“Agreement”) is made as of  , 2025 
(“Effective Date”) by and between KILGORE COLLEGE (“College”), located in Kilgore, Texas, and 

 
  (“Contractor”),  
[insert Contractor’s full legal name] 
a(n)    corporation, with a principal place of  
        [insert Contractor’s State of incorporation/registration]  
 
business at         
           [insert complete address] 

 
RECITALS: 
A. Contractor is a successful offeror under the College’s request for proposal (RFP #  ) 
NOW, THEREFORE, in exchange of mutual promises and other valuable consideration, the parties agree as follows: 

 
1. SERVICES 
 

1.1. Subject to the terms and conditions stated in Attachment A and, if applicable, Attachment E, attached to 
and made part of this Agreement, Contractor shall provide College the  services (“Services”). 
Attachment B, which is attached to and made part of this Agreement, provides detailed description of the 
Services, including the Scope of Work, to be performed by Contractor. 

 
1.2. As part of the Services, Contractor shall deliver to College all goods, reports, documents and other 
materials (“Deliverables”) as set forth in Attachment B. 

 
 

2. COMPENSATION 
 

In exchange for the Services, College shall pay Contractor as compensation the total amount of 
  ($  ) dollars, as and when set forth on Attachment C, 
which is attached to and made part of this Agreement. Unless states expressly in Attachment C, Contractor shall be 
solely responsible for all expenses, it incurs in connection with the Contractor’s obligations under this Agreement. 

 
3. TERM 
 

The initial term of the contract shall be for three (3) year(s). Two (2), one (1) year extensions of the contract may be 
affected by Purchase Order or an amendment to this Agreement approved by both parties. Further, Kilgore College 
reserves the right to extend the contract term on a month-to-month basis, not to exceed six (6) months upon the 
expirations of the initial term and any successive renewal term. Kilgore College reserves the right to award separate 
contracts to multiple bidders. 
 

4. TERMINATION 
 

4.1. Termination for Cause. Notwithstanding the Term, College reserves the right to terminate this Agreement in 
whole or in part due to the failure of Contractor to comply with any term or condition of the Agreement, to 
acquire and maintain all required insurance policies, licenses and permits, or to make satisfactory progress in 
performing the Services. College shall provide written notice of the termination and the reasons for it to 
Contractor. Upon termination under this provision, all goods, materials, documents, data and reports prepared by 
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Contractor under this Agreement shall become the property of and be delivered to College on demand. Kilgore 
College may, upon termination of the Agreement, procure on terms and in the manner that it deems appropriate, the 
services to replace those under this Agreement. Contractor shall be liable to College for any excess costs incurred by 
College in re- procuring the services. 

 
4.2. Termination for Convenience. College reserves the right to terminate this Agreement in whole or in part at 
any time when in the best interests of College without penalty or recourse. Upon receipt of the written notice, 
Contractor shall immediately stop all work as directed in the notice, notify all subcontractors of the effective date 
of the termination and minimize all further costs to College. In the event of termination under this provision, all 
documents, data and reports prepared by Contractor under this Agreement shall become the property of and 
delivered to College. Contractor shall be entitled to receive just, equitable compensation for work in progress, 
work completed, and materials accepted before the effective date of termination. Such compensation shall be 
Contractor’s sole remedy against College in the event of termination under this provision. 

5. INSURANCE 
 

Contractor shall (and shall cause its subcontractors to) procure and maintain until all of the Contractor’s obligations 
under this Agreement have been discharged or satisfied, including any warranty periods, insurance coverage 
described in Attachment D, and shall otherwise comply with the requirements of Attachment D, which is attached to 
and made part of this Agreement. 

 
6. NOTICES 
 

Any notice to be given under this Agreement shall be in writing and sent to the intended party’s address indicated 
below:  
 
To COLLEGE: 

Name: Betsy Hansard, Director of Procurement Services 
& Strategic Support Phone: 903-983-8105 
Email: bhansard@kilgore.edu 
Address: Kilgore College 

1100 Broadway 
Kilgore, TX 75662 

 
To CONTRACTOR: 

Name:   
 

Phone:   
 

Email:   

Address:   
 
7. ENTIRE AGREEMENT; AMENDMENTS 
 

7.1. This document, including all Attachments constitutes the entire agreement between the parties with 
respect to the subject matter and supersedes all prior communications and understandings, written or oral, 
between the parties. 
 
 
7.2. This Agreement shall not be modified, amended, or extended except by written amendment signed by 
both parties. 

mailto:bhansard@kilgore.edu
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IN WITNESS WHEREOF, the parties’ duly authorized representatives have signed this Agreement on the dates 
indicated below: 

 
 
 

For COLLEGE 
 

KILGORE COLLEGE: 

By:  
 

Print Name:  
 

Title:   
 

Date:   

 
For CONTRACTOR 

 
[INSERT CONTRACTOR’S FULL LEGAL NAME]: 

 
By:   

Print Name:   
 

Title:   
 

Date:   
 

ATTACHMENTS: 
Attachment A – General Terms and Conditions 
Attachment B – Scope of Work; Deliverables 
Attachment C – Compensation 
Attachment D – Insurance Requirements 
Attachment E – RFP Document 
Attachment F – Proposer’s Original Response to the RFP 
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ATTACHMENT A to 
SECTION 7 AGREEMENT FOR SERVICES 

GENERAL TERMS AND CONDITIONS 
1. Contractors Performance of Services. Contractor shall provide all tools, equipment, and supplies Contractor 

determines to be necessary to perform the Services. 
 

2. Supervision. Contractor is using its own knowledge, skill, and technical expertise in the performance of the Services 
and is not being supervised by College. 

 
3. Government Fees; Licenses. Contractor shall be solely responsible for complying with all laws and regulations 

regarding taxes, permits, and fees as they may apply to any matter under this Agreement. Contractor shall, at its own 
cost, obtain and maintain in full force and effect during the entire Term all business registrations or licenses required 
to perform the Services. Upon request by College, Contractor shall demonstrate that it is duly licensed by whatever 
regulatory body may so require during the performance of the Agreement. 

 
4. Work to Be Performed by Others. College reserves the right to perform any and all services in-house or to utilize 

the services of other firms on unrelated projects. 
 

5. Warranties. 
a. Contractor warrants that the Services will be performed in a professional and competent manner and in 

conformity with industry standards by persons reasonably suited by skill, training, and experience for the 
type of services they are assigned to perform. 

b. Contractor further warrants that (i) it owns or has sufficient rights in all Deliverables, and no Deliverables 
will infringe on or violate any intellectual property rights of any third parties; (ii) no code or software 
developed or delivered by Contractor under this Agreement will contain any viruses, worms, or other 
disabling devices or code; and (iii) in addition to any implied warranties, all Deliverables will conform to 
the specifications and descriptions created therefor. 

c. To the extent, Contractor warrants that the Services, Deliverables, all electronic and information technology 
to be provided under this Agreement comply with the accessibility requirements of the Americans with 
Disabilities Act of 1990, as amended (42 U.S.C. §12101 et seq.) and Section 508 of the Rehabilitation Act 
of 1973, as amended (29 U.S.C. §794d), and maintain Web Content Accessibility Standards 2.0 at Level 
AA. 

 
6. Scope of Relationship. Contractor is an independent contractor. Neither Contractor nor any of Contractor’s 

employees, agents, or subcontractors, or their employees or subcontractors (collectively, with Contractor, 
“Contractor Parties”), shall be deemed employees, agents, partners, or joint ventures of College, and nothing in this 
Agreement will be construed to authorize either party to act as agent for the other. 

 
7. Intellectual Property. 

a. College’s Intellectual Property All intellectual property that Contractor may make, conceive, discover, 
develop, or create, either solely or jointly with any other person or persons including College, pursuant to or 
in connection with the Services, including all intermediate and partial versions (“Contract IP”), will be 
owned by College, and where applicable, all copyrightable Contract IP will be considered “Work Made for 
Hire” under the U.S. Copyright Act, 17 U.S.C. §101 et seq. To the extent that any Contract IP is not, by 
operation of law, agreement or otherwise considered work made for hire for College (or if ownership of all 
rights therein do not otherwise vest exclusively in College), Contractor hereby irrevocably assigns, without 
further consideration, to College, all rights, title, and interest to all Contract IP. For purposes of this 
Agreement, “Intellectual Property” or “IP” means all forms of legally protectable intellectual property, 
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including copyrights, trademarks, inventions, patent applications, patents and mask works, drawings and/or 
blueprints. 

b. Contractors Intellectual Property. Contractor will retain ownership of its pre-existing Intellectual Property, 
including any of its pre-existing Intellectual Property that may be incorporated into the Contract IP, 
provided that Contractor informs College in writing before incorporating any pre-existing Intellectual 
Property into any Contract IP. Contractor hereby grants to College a perpetual, irrevocable, royalty-free, 
worldwide right and license (with the right to sublicense), to freely use, make, have made, reproduce, 
disseminate, display, perform, and create derivative works based on such pre-existing Intellectual Property 
as may be incorporated into the Contract IP or otherwise provided to College in the performance of the 
Services. 

c. College Data As between the parties, College will own, or retain all of its rights in, all data and information 
that College provides to Contractor, as well as all data managed by Contractor on behalf of College, 
including all output, reports, analyses, and other materials relating to or generated by the Services, even if 
generated by Contractor, as well as all data obtained or extracted through College’s or Contractor’s use of 
the Services (collectively, “College Data”). The College Data also includes all data and information 
provided directly to Contractor by College students and employees, and includes personal data, metadata, 
and user content. The College Data will be College’s Intellectual Property and Contractor shall treat it as 
College’s confidential and proprietary information. Contractor will not use, access, disclose, or license or 
provide to third parties any College Data, or any materials derived therefrom, except: (i) to the extent 
necessary to fulfill Contractor’s obligations to College under this Agreement; or (ii) as authorized in writing 
by College. Contractor may not use any College Data, whether or not aggregated or de-identified, for 
product development, marketing, profiling, benchmarking, or product demonstrations, without College’s 
prior written consent. Upon request by College, Contractor shall deliver, destroy, and/or make available to 
College any or all of College Data. 

 
8. Confidentiality 

a. If, during the Term, either party is provided with access to or otherwise is exposed to confidential and 
proprietary information relating to the other party’s business practices, strategies, and technologies, as well 
as the other party’s confidential information, including personnel records, health and safety reports, or any 
other documentation of a private or confidential nature, including educational records covered by Section 9, 
and College Data, covered by Section 7.3 of this Agreement (collectively, “Confidential Information”), the 
party shall handle and store such Confidential Information in a secure manner so as to prevent that 
information from being intercepted by unauthorized persons, lost, published or otherwise disseminated. 
Neither party shall reproduce or otherwise use any Confidential Information except in the performance of 
the Services, and will not disclose any Confidential Information in any form to any third party, either during 
or after the Term, except with the other party’s prior written consent. 

b. Notwithstanding the preceding paragraph, neither party will have obligation to maintain as confidential the 
other party’s Confidential Information that the party can show: (i) was already lawfully in the possession of 
or known by the party before receipt; (ii) is or becomes generally known in the industry through no violation 
of this Agreement or any other agreement; (iii) is lawfully received by the party from a third party without 
restriction on disclosure or use; (iv) is required to be disclosed by court order following notice to the other 
party sufficient to allow that party to contest such order; or (v) is approved in writing by the party for release 
or other use. 

c. Upon expiration or termination of this Agreement, the parties shall cease using all originals and all copies of 
Confidential Information, in all forms and media, in the party’s possession or under the party’s control, and 
shall either (i) promptly return such Confidential Information to the other party; or (ii) where required and/or 
authorized by law, maintain in a confidential and secure manner until the information is properly destroyed 
at the end of any applicable retention period. 
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9. Retention of Records/Audit 
a. For a period of not less than two (2) years after the termination of this Agreement, Contractor shall maintain, in a 

single, reasonably accessible location approved by the College, all material data, files and records pertaining to 
its performance under this Agreement and to charges and costs paid or payable by the College under this 
Agreement, including, without limitation, all related contracts and insurance files. 

b. During the term of this Agreement and for a two (2) year period following the termination of this Agreement, all 
of Contractor's data, files and records referenced in the above Section of this Agreement may be inspected, 
audited and copied by the College, its duly authorized agents, representatives or employees or by federal or state 
agencies having jurisdiction over the College, at such reasonable times as the College may determine. 

c. Certified payrolls may be requested by the College to validate that Contractor’s employees assigned to a 
College facility have received allowed wage increases and that the Contractor is making appropriate 
withholdings. Certified payrolls are prepared and/or approved by an independent Certified Public 
Accountant and must be furnished within thirty (30) calendar days of request. 

 
10. Educational Records; FERPA. College is subject to the Family Educational Rights and Privacy Act (FERPA), 20 

U.S.C. § 1232g, and any educational records that may be provided to Contractor pursuant to this Agreement shall be 
used solely for the purposes of performing Services under the Agreement and shall not be disclosed except as 
provided by law. 

 
11. Public Records. The parties acknowledge that College is a public entity subject to the provisions of the Texas 

Public Records Laws. In the event that a public records request is received by College requesting records described 
as confidential, which College determines must be disclosed, College shall notify Contractor party prior to 
disclosure. 

 
12. Privacy and Security. 

a. If Contractor, or its agents, or any tier of Contractor's subcontractors in the performance of this Agreement 
hosts or maintains College’s Confidential Information on its technology, Contractor warrants that the 
hosting or maintenance of that information meets applicable legal and industry security standards, including 
qualifying for “safe harbor” rules under applicable data breach laws. 

b. At all times during the Term, Contractor shall maintain appropriate administrative, technical and physical 
safeguards to protect the security and privacy of the Confidential Information in use, in motion, and at rest. 
These safeguards include, but are not limited to, implementation of adequate privacy and security policies 
and data breach response plans that comply with industry standards and the requirements of applicable laws 
and regulations, as long as they meet or exceed College’s information security and privacy policies and 
procedures. Upon request, Contractor shall provide College with copies of those policies and plans. 

c. Contractor shall maintain and enforce personnel policies that appropriately check the backgrounds of its 
employees who will be providing services to College. Upon request, Contractor shall provide College with 
copies of those policies. 

d. In the event Contractor has reason to believe that an actual or suspected security incident or any other 
circumstance has occurred in which College may be required to perform a risk assessment and/or provide a 
notification under applicable law, Contractor shall immediately, and in no event later than twenty four (24) 
hours, notify the College’s Facilities Director. Any such notice shall provide a description about the 
Confidential Information that was accessed as Contractor has available at the time of the notice. Contractor 
shall keep the Facilities Director updated promptly as additional details about the nature of the Confidential 
Information become available. 

e. In the event of a breach, Contractor shall mitigate, to extent practicable, any harmful effect that is known to 
Contractor of a use or disclosure of Confidential Information in violation of this Agreement by Contractor or 
its subcontractor. Furthermore, in an event of a breach involving College’s Confidential Information, 
Contractor shall obtain a mutually agreed upon vendor to provide at no cost to College forensic services, 
including, but not limited to, the collection of information in connection with a forensic and risk analysis. 
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13. Damages. 
a. IN NO EVENT SHALL CONTRACTOR BE LIABLE TO COLLEGE OR COLLEGE LIABLE TO 

CONTRACTOR FOR ANY INDIRECT, INCIDENTAL OR CONSEQUENTIAL DAMAGES OR LOSSES OR 
LOST PROFITS OR, ANY EVENT BEYOND THE CONTROL OF CONTRACTOR OR COLLEGE 
RESPECTIVELY. However, the limitations on indirect, incidental or consequential damages set forth in this 
Section shall not apply to, or in any way limit, Contractor's indemnity obligations under this Agreement. 

b. Contractor shall be liable for the loss of or damages to the College’s property when such loss or damage arises 
from the negligent or unlawful acts or omissions of Contractor or its employees. 

c. The Contractor is responsible for reporting, in writing within seventy-two (72) hours of the occurrence, 
damage to College property or personal property on College premises. Failure to make report to the 
College of the occurrence, within the specified time, may be cause for termination of this contract. 

d. If either party employs an attorney or commences legal or arbitral proceedings to enforce the provisions 
of this Agreement, the prevailing party shall be entitled to recover from the other, reasonable costs 
incurred in connection with such enforcement, including, but not limited to, attorneys' fees and costs of 
investigation, litigation, mediation, or arbitration. 

 
10. Indemnification. Contractor shall indemnify, defend, and hold harmless to the fullest extent allowed by law, 

College, its officers, agents, and employees (“Indemnitees”) from any and all claims, demands, suits, actions, 
proceedings, loss, cost, and damages of every kind and description, including attorneys’ fees and/or litigation 
expenses, which may be brought or made against or incurred on account of breach, or loss of or damage to any 
property, or for injuries to or death of any person, or financial loss incurred by Indemnitees, caused by, arising out 
of, or contributed to, in whole or in part, by reasons of any act, omission, professional error, fault, mistake, or 
negligence of Contractor or Contractor Parties in connection with or incident to the performance of this Agreement. 
Such indemnification shall specifically include (i) infringement claims made against any and all intellectual property 
supplied by Contractor and third party infringement under the Agreement; and (ii) claims related to the disclosure of 
College’s Confidential Information. 

 
11. Use of Names; Trademarks. Neither party shall use the other party’s trade name, trademark, service mark, logo, 

domain name, or any other distinctive brand feature (“Marks”), or the names of the party’s employees in any 
publicity or advertising material without prior written approval by the other party. Contractor’s use of any College’s 
Marks, if and when authorized, shall comply with the College’s design and drawing specifications. 

 
12. Use of College Property. While on College property, Contractor shall comply, and shall ensure that its employees, 

agents, and subcontractors comply, with College policies and procedures governing security and privacy, the Drug- 
Free Environment, Smoking, Weapons, and Anti-Harassment (including Sexual Harassment) Contractor’s 
personnel, agents, and subcontractors shall comply with all reasonable requests of College communicated to 
Contractor regarding personal and professional conduct, and shall otherwise conduct themselves in a businesslike 
manner. 

 
13. Compliance Generally. The parties shall comply with the requirements of all applicable state and federal rules, 

regulations, and executive orders, including the Americans with Disabilities Act (ADA), 42 U.S.C. § 12132, 
Immigration and Nationality Act (INA), 8 U.S.C. § 1324a, and A.R.S. § 41-4401. 

 
14. Equal Opportunity; Non-Discrimination. The parties shall comply with the requirements of 41 CFR §§ 60- 1.4(a), 

60-300.5(a) and 60-741.5(a), prohibiting discrimination against qualified individuals based on their status as 
protected veterans or individuals with disabilities, and prohibit discrimination against all individuals based on their 
race, color, religion, sex, or national origin. 

 
15. Misuse of Public Funds. Contractor warrants that, with respect to any Federal, State, or local government funds: (i) 

Contractor has not been terminated under section 432 of the Higher Education Act for a reason involving the 
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acquisition, use, or expenditure of such funds; (ii) has not been administratively or judicially determined to have 
committed fraud or any other material violation of law involving such funds; and (iii) Contractor or its officers or 
employees have not been convicted of, or pled nolo contendere or guilty to, a crime involving the acquisition, use, or 
expenditure of such funds, or administratively or judicially determined to have committed fraud or any other 
material violation of law involving such funds. A breach of the foregoing warranty shall be deemed a material 
breach of this Agreement. In addition to the legal rights and remedies available to College under the Agreement and 
law, in the event of such a breach, College shall have the right to terminate this Agreement. 

 
16. Federally Funded Agreement. If this Agreement is funded through federal contract or grant, directly or indirectly, 

Contractor shall comply with all applicable provisions of Attachment E. 
 

17. Non-Assignment. This Agreement is personal to Contractor. Contractor shall not assign any of the Contractor’s 
rights or delegate any of the Contractor’s obligations under this Agreement to any other person or entity without the 
written permission of College. Any attempted assignment or delegation by Contractor shall be void and ineffective. 

 
18. Referencing of Orders. For each order issued against this Agreement, College intends in good faith to reference the 

RFP used in procuring the Contractor’s services for pricing, terms and conditions, delivery location, and other 
particulars. However, in the event College fails to do so, College’s right to such terms, conditions, and particulars 
shall not be affected, and no liability of any kind or amount shall accrue to College. 

 
19. Price Adjustment for Multi-Year Contracts. Price changes will normally only be considered at the end of one 

Agreement Term and the beginning of another. Price change requests shall be in writing, submitted at least sixty 
(60) days prior to the end of the current Term, and shall be supported by written evidence of increased costs to 
Contractor. College will not approve unsupported price increases that will merely increase the gross profitability of 
Contractor at the expense of College. Price change requests shall be a factor in the Agreement extension review 
process. College shall, in its sole opinion, determine whether the requested price increase or an alternate option is in 
the best interest of College. 

 
20. Right to Offset. College shall have the right to offset against any sums due to Contractor, any expenses or costs 

incurred by College, or damages assessed by College concerning the Contractor’s non-conforming performance or 
failure to perform the Services under this Agreement, or any other debt owing College. 

 
21. Stop Work Order. College may at any time, by written order to Contractor, require Contractor to stop all or any 

part of the work called for by the Agreement (“Stop Work Order”) for a period of up to ninety (90) days after the 
order is delivered to Contractor, and for any further period to which the parties may agree. Upon receipt of the Stop 
Work Order, Contractor shall immediately comply with its terms and take all reasonable steps to minimize the 
incidence of costs allocable to the work covered by the order during the period of work stoppage. If a Stop Work 
Order issued under this provision is canceled or the period of the order or any extension expires, Contractor shall 
resume work. College shall make an equitable adjustment in the delivery schedules, pricing, or both, and the 
Agreement shall be amended in writing accordingly. 

 
22. Gratuities. College may, by written notice to Contractor, cancel this Agreement if it is discovered by College that 

gratuities, in the form of entertainment, gifts or other were offered or given by Contractor or any agent or 
representative of Contractor, to any officer or employee of College with a view toward securing an agreement or 
securing favorable treatment with respect to the awarding or amending, or the making of any determinations with 
respect to the performing of such Agreement. In the event the Agreement is canceled by College pursuant to this 
provision, College shall be entitled, in addition to any other rights and remedies, to recover or withhold the amount 
of the cost incurred by Contractor in providing such gratuities. 

 
23. Insolvency. College shall have the right to terminate the Agreement at any time in the event Contractor files a 

petition in bankruptcy; or is adjudicated bankrupt; or if a petition in bankruptcy is filed against Contractor and not 
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discharged within thirty (30) days; or if Contractor becomes insolvent or makes an assignment for the benefit of its 
creditors or an arrangement pursuant to any bankruptcy law; or if a receiver is appointed for Contractor or its 
business. 

 
24. Cancellation for Conflict of Interest. College may, within three (3) years after its execution, cancel this Agreement 

without penalty or further obligation if any person significantly involved in negotiating, drafting, securing or 
obtaining this Agreement for or on behalf of College becomes an employee or agent in any capacity of any other 
party or a Contractor to any other party with reference to the subject matter of the Agreement while the Agreement 
or any extension thereof is in effect. 

 
25. Non-Appropriation. Contractor acknowledges that College is a public institution and that the continuation of this 

Agreement from each fiscal year to the next during the Term shall be contingent upon the obligation of sufficient 
funding by the governing body for College. College shall notify Contractor party in writing as soon as reasonably 
possible after the unavailability of funding comes to its attention, but no later than sixty (60) days prior to the end of 
the fiscal year. This provision shall not be construed so as to permit College to terminate the Agreement in order to 
acquire similar goods or services from another party. 

 
26. Force Majeure. Neither party shall be held responsible for any losses resulting if the fulfillment of any terms or 

provisions of this Agreement are delayed or prevented by any cause not within the control of the party whose 
performance is interfered with, and which by the exercise of reasonable diligence, that party is unable to prevent. 

 
27. No Waiver of Right by College. No waiver by College of any breach of the provisions of this Agreement by 

Contractor shall in any way be construed to be a waiver of any future breach or bar the College’s right to insist on 
strict performance of the provisions of this Agreement. 

 
28. Dispute Resolution. In the event of a dispute arising under this Agreement, the parties shall exhaust all applicable 

administrative remedies provided for under the College Administrative Provisions. Additionally, To the extent that 
Chapter 2260, Texas Government Code, as it may be amended from time to time ("Chapter 2260"), is applicable to 
this Agreement and is not preempted by other Applicable Laws, the dispute resolution process provided for in 
Chapter 2260 will be used, 

 
29. Severability. If any provision of this Agreement is held to be unenforceable, then that provision will be modified to 

the minimum extent necessary to make it enforceable, unless that modification is not permitted by law, in which 
case that provision will be disregarded. If an unenforceable provision is modified or disregarded, then the rest of the 
Agreement will remain in effect as written. 

 
30. Governing Law; Venue. This Agreement shall be governed by and interpreted in accordance with the laws of the 

State of Texas, without regard to its conflicts of law principles. Jurisdiction and venue for any dispute arising out of 
this Agreement shall exclusively rest in the Gregg County, Texas. 

 
31. On-Site Contractor Office Space, Storage and Utilities. Kilgore College will provide a location with office space 

and limited storage for contractor’s on-site operations. The bill back of utilities to be negotiated under contract. 
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ATTACHMENT B 
to SECTION 7 AGREEMENT FOR SERVICES 

SCOPE OF WORK; DELIVERABLES 
 
 
 
 

(This Attachment will be developed from the Scope of Work defined in Section 3 of this RFP and successful 
Offeror’s proposal) 
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ATTACHMENT C  
to  SECTION 7 AGREEMENT FOR SERVICES  

COMPENSATION 
 
 
 
 

(This Attachment will be developed based on the Cost Proposal Form of the successful Offeror’s proposal) 
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ATTACHMENT D 
to SECTION 7 AGREEMENT FOR SERVICES 

INSURANCE REQUIREMENTS 
 

1. GENERAL INSURANCE REQUIREMENTS: 
 

A. Certificates of Insurance: Contractor shall, upon request, submit to the College Director of Procurement Services & 
Strategic Support certificates of insurance evidencing the coverage required in this Attachment as proof that the 
policies providing the required coverages are in full force and effect. The amounts shall not be less than the amounts 
specified below or such other amounts as specified in advance in writing by College. 

B. Self-Insurance: Any deductibles and self-insured retentions contained in any insurance coverage required by this 
Attachment shall be declared to College, and are subject to approval by College. Contractor shall be solely responsible 
for any such deductible and/or self-insured retention. 

C. Scope of Insurance Coverage: All policies, except for Workers’ Compensation, shall contain a waiver of subrogation in 
favor of Kilgore College, its Board of Governors, employees, students, and any of its affiliates, subsidiaries or related 
entities. Contractor’s insurance coverages shall be primary as to any other insurance or source, and shall include a 
severability of interest clause. Coverage provided by Contractor shall not be limited to the liability assumed under the 
indemnification provisions of the agreement with College. 

D. Additional Insureds: For policies shown in Sections 2(B), 2(C), and 2(E) below, the insurance certificates shall name 
Kilgore College, its Board of Governors, employees, and students as an additional insureds with respect to liability 
arising out of the activities performed by or on behalf of Contractor. 

E. Notice of Cancellations, Changes to Coverage: Coverage afforded under the policies may not be cancelled, terminated, 
or materially altered until at least thirty (30) days’ prior written notice has been provided by Contractor to the College’s 
Director of Procurement Services & Strategic Support. 

F. Contractor’s Personnel, Agents, and Subcontractors: Contractor shall cause its subcontractors to provide and 
maintain appropriate types and amounts of insurance coverage and limits of liability, as determined by Contractor and 
agreed to by College, proportionate to the type of work to be performed and exposure to risk. Contractor shall not permit 
all persons or entities retained by, through, or under Contractor, from entering upon College’s premises or continuing the 
performance of the work unless such person or entity is and continues to be insured in accordance with requirements 
stated in this Attachment. 

G. Failure to Maintain Insurance: In the event Contractor and/or any person or entity retained by, through, or under 
Contractor fail to maintain required insurance coverage, College may, at its discretion, procure or renew such missing 
insurance coverage and charge the cost of such insurance premiums to Contractor. 

 
2. INSURANCE COVERAGE REQUIRED: 

 
A. Workers’ Compensation Insurance - Contractor shall procure and maintain Workers Compensation Insurance to cover 

obligations imposed by federal and state statutes having jurisdiction over Contractor, its employees, or both, engaged in 
the performance of the Agreement, as follows: 

Employer’s Liability Statutory 
Each Accident $1,000,000 
Disease – Each Employee $1,000,000 
Disease – Policy Limit $1,000,000 

 
 

B. Commercial (Business) Automobile Liability Insurance – Contractor shall procure and maintain Commercial 
Automobile Liability Insurance with respect to Contractors owned, hired, or non-owned vehicles assigned to or used in 
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performance of the services under this Agreement, with the minimum coverage for each occurrence for bodily injury and 
property damage below. Insurance shall be endorsed for “any auto.” Combined Single Limit $1,000,000 (CA 0001) 
 

C. Commercial General Liability Insurance – Contractor shall procure and maintain Commercial General Liability 
Insurance which shall be an occurrence form policy and shall include coverage for bodily injury, broad form property 
damage (including completed operation), personal injury (including coverage for contractual and employee acts), and 
blanket contractual products, with the minimum coverage limits below. Contractors with excavation and underground 
risks shall have coverage for and exclusions removed for “x, c, and u.” 

 
Each Occurrence $1,000,000 (CG 0001) 
General Aggregate $3,000,000 
Products – Completed Operations Aggregate $3,000,000 
Personal and Advertising Injury $1,000,000 
Blanket Contractual Liability – Written and Oral $1,000,000 
Fire Legal Liability $1,000,000 

 
D. Other Requirements– The Contractor is required to include Kilgore College as an additional Insured on the Commercial 

General Liability and Business Automobile Policy. Attach a waiver of Subrogation to all policies. The CGL Policy 
should be Primary and Noncontributory to any other insurance. All polices should include a 30-day Notice of 
Cancellation provision in favor of Kilgore College. 
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SECTION 8 
MANDATORY CERTIFICATION FORMS 

 
BOYCOTT OF ISRAEL CERTIFICATION 

 
 
 
 

         (Date) 
 
 

In accordance with the Texas Government Code, Contractor represents and verifies that it does not, and will not during the 
term of the contract, if awarded, boycott Israel and that Contractor is not identified by the Texas Comptroller as boycotting 
Israel. “Boycott” as used herein means refusing to deal with, terminating business activities with, or otherwise taking any 
action that is intended to penalize, inflict economic harm on, or limit commercial relations specifically with Israel, or with a 
person or entity doing business in Israel or in an Israeli-controlled territory, but does not include an action made for 
ordinary business purposes 

 
 
 
 
 

 
 
 

A breach of the foregoing warranty shall be deemed a material breach of the resulting agreement. In addition to the legal 
rights and remedies available to College under the law, in the event of such a breach, College shall have the right to 
terminate the resulting agreement with the Offeror. 

 
 
 
 
 
 
 
 

         (Signature) (Phone) 
 

         (Print name) (Email) 
 

         (Print title) (Federal Taxpayer ID Number) 
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SECTION 8 (continues)  
 
FELONY CONVICTION NOTICE FORM 

 
Statutory citation covering notification of criminal history of contractor is found in the Texas Education Code §44.034. 

 
State of Texas Legislative Senate Bill No. 1, Section 44.034, Notification of Criminal History, Subsection (a), states, “a 
person or business entity that enters into a contract with a school district must give advance notice to the district if the 
person or an owner or operator of the business entity has been convicted of a felony. The notice must include a general 
description of the conduct resulting in the conviction of a felony”. 
Subsection (b) states, “a school district may terminate a contract with a person or business entity if the district 
determines that the person or business entity failed to give notice as required by Subsection (a) or misrepresented the 
conduct resulting in the conviction. The district must compensate the person or business entity for services performed 
before the termination of the contract”. 

 
THIS NOTICE IS NOT REQUIRED OF A PUBLICLY-HELD CORPORATION 
I, the undersigned agent for the firm named below, certify that the information concerning notification of felony 
convictions has been reviewed by me and the following information furnished is true to the best of my knowledge. 

 
VENDOR’S NAME:   
 
AUTHORIZED COMPANY OFFICIAL’S NAME:   

 
A. My firm is a publicly held corporation; therefore, this reporting requirement is not applicable. 

 
Signature of Company Official:   

 
B. My firm is not owned nor operated by anyone who has been convicted of a felony. 

 
Signature of Company Official:   

 
C. My firm is owned or operated by the following individual(s) who has/have been convicted of a felony. 

 
 

Name of Felon(s):   (attach additional sheet if necessary)  
 
Details of Conviction(s): (attach additional sheet if necessary) 
 
 
 
Signature of Company Official:    

 
Printed Name:     
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SECTION 8 (continues)  
 

PROPOSER AFFIRMATION 
 

Signing this proposal with a false statement is material breach of contract and shall void the submitted proposal or any 
resulting contracts, and the proposer shall be removed from all proposal lists. By signature hereon affixed: 

 
1. The proposer has not given, offered to give, nor intends to give at any time hereafter any economic opportunity, 

future employment, gift, loan, gratuity, special discount, trip, favor, or service to a public servant in connection with 
the submitted proposal. 

2. The proposer is not currently delinquent in the payment of any franchise tax owed with the Texas Comptroller of 
Public Accounts. For more information, see the website for the Texas Comptroller of Public Accounts: 
http://ecpa.cpa.state.tx.us/vendor/tpsearchl .html. 

3. Neither the proposer nor the firm, corporation, partnership, or institution represented by the proposer, or anyone 
acting for such firm, corporation or institution has violated the antitrust laws of this State or the Federal Antitrust 
Laws (See Section 8, above) nor communicated directly or indirectly the proposal made to any competitor or any 
other person engaged in such line of business. 

4. The proposer has not received compensation for participation in the preparation of the specifications for this RFP. 
5. If applicable, pursuant to Texas Family Code, Title 5, Subtitle D, Section 231.006(d), regarding child support, the 

proposer certifies that the individual or business entity named in this proposal is not ineligible to receive the 
specified payment and acknowledges that this contract may be terminated and payment may be withheld if this 
certification is inaccurate. Furthermore, any proposer subject to Section 231.006 must include the names and Social 
Security numbers of each person with at least 25% ownership of the business entity submitting the proposal. This 
information must be provided prior to contract award. 

6. Pursuant to Section 2155.004 Government code re: collection of state and local sales and use taxes, the proposer 
certifies that the individual or business entity named in this proposal is not ineligible to receive the specified contract 
and acknowledges that this contract may be terminated and/or payment withheld if this certification is inaccurate. 

7. The Contractor shall defend, indemnify, and hold harmless the State of Texas, KC, all of its officers, agents and 
employees from and against all claims, actions, suits, demands, proceedings, costs, damages, and liabilities, arising 
out of, connected with, or resulting from any acts or omissions of contractor or any agent, employee, subcontractor, 
or supplier of contractor in the execution or performance of this contract. 

8. Proposer agrees that any payments due under this contract will be applied towards any debt, including but not 
limited to delinquent taxes and child support that is owed to the State of Texas. 

9. Proposer certifies that they are in compliance with Texas Government Code, Title 6, Subtitle B, Section 669.003 of 
the Government Code, relating to contracting with the executive head of a State agency. If Section 669.003 applies, 
proposer will complete the following information in order for the proposal to be evaluated: 

 
 

Name of Former Executive:     
 
Name of State Agency:     
 
Date of separation from State Agency:     
 
Position with proposer:    
 
Date of Employment with proposer:    

http://ecpa.cpa.state.tx.us/vendor/tpsearchl%20.html
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SECTION 8 (continues)  
 

EXECUTION OF OFFER 
 

1. In compliance with this RFP, and subject to all the conditions herein, the undersigned offers and agrees to furnish 
any and all commodities or services at the prices quoted. 

2. By signature hereon, the offeror hereby certifies that he/she is not currently delinquent in payment of any franchise 
taxes owed the State of Texas under Chapter 11, Tax Code. 

3. By executing this offer, offeror affirms that he/she has not given, offered, or intends to give at any time hereafter, 
any economic opportunity, future employment, gift loan, gratuity, special discount, trip, favor, or service to public 
servant in connection with the submitted offer. Failure to sign the offer, or signing it with a false statement, shall 
void the submitted offer or any resulting contracts, and the offeror shall be removed from all proposals lists. 

4. By the signature hereon affixed, the offeror hereby certifies that neither the offeror or the firm, corporation, 
partnership, or institution represented by the offeror or anyone acting for such firm, corporation, or institution has 
violated the antitrust laws of this State, codified in Section 15.01, et. seq., Texas Business and Commerce Code, or 
the Federal anti-trust laws, nor communicated directly or indirectly the offer made to any competitor or any other 
person engaged in such line of business. By signing this offer, offeror certifies that if a Texas address is shown as the 
address of the offeror, offeror qualified as a Texas Resident Proposer as defined in Rule 1 TAC 113.8. 

 
 

Federal Employer Identification Number (FEIN):   
 

Proposer/Company:   
 

Signature:  Date:   
 

Name printed:   
 
Title:   

 
Address:   

 
Telephone Number:   

 
 

PLEASE COMPLETE, SIGN AND RETURN WITH PROPOSAL. FAILURE TO SIGN AND 
RETURN THIS EXECUTION OF OFFER WILL RESULT IN THE REJECTION OF THE 
PROPOSAL. 
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SECTION 8 (continues)  
 

ADDENDA CHECKLIST 
 

Proposal of:    
                     (Proposer Company Name) 
 
To: KILGORE COLLEGE 

 
Ref.: Comprehensive Facilities Services Provider (Facilities Maintenance, Custodial, & Groundskeeping Services) 
RFP No.: FY24-FACMAIN09 
 
To Whom it May Concern: 

 
The undersigned Proposer hereby acknowledges receipt of the Addenda to the captioned RFP (initial if applicable). It is 
the Proposer’s responsibility to make sure they have obtained all addenda. Addenda, if any, will be posted on KC’s 
website at https://www.kilgore.edu/about/offices/procurement-services. 

 
 

No. 1           No. 2           No. 3           No. 4           No. 5           No. 6           No. 7           No. 8           No. 9           No. 10            
 

No.                
 

Respectfully submitted, 
 

Proposer:   
 

By:    
       (Authorized Signature for Proposer) 

 
Name Printed:   

 
Title:   

 
Date:   

http://www.kilgore.edu/about/offices/procurement-services
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SECTION 8 (continues) 
CONFLICT OF INTEREST QUESTIONNAIRE 

 

NOTE: When completing this Questionnaire, please be certain to answer each and every question; indicate “Not 
Applicable”, if appropriate. Please sign and date. 
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SECTION 8 (continues) 
FINANCIAL INTERESTS AND POTENTIAL CONFLICTS OF INTERESTS 

 
Texas Local Government Code Chapter 176 requires that vendors desiring to enter into certain contracts with a local 
governmental entity must disclose the financial and potential conflict of interest information as specified below. 
Vendor shall disclose the financial interest and potential conflict of interest information identified in Sections one (1) through 
three (3) below as a condition of receiving an award or contract. Submit this information along with your proposal, proposal, 
or offer. This form must be received included in the vendor’s proposal/proposal packet, to be considered for evaluation.   
 
Completed forms must be NOTARIZED. 
 
This requirement applies to contracts with a value exceeding $50,000. 
 
1 - Disclosure of Financial Interest in the Vendor 

a. If any officers or employees of KC (“individuals”) have one of the following financial interests in the vendor (or 
its principal) or its subcontractor(s), please show their name and address and check all that apply and (include additional 
documents if needed): 

 
Name:   
Address:   

  

 
b. For each individual named above, show the type of ownership/distributable income share: 

  

Ownership interest of at least 10% (   ) 

Ownership interest of at least $15,000 or more of the fair market value of vendor (   ) 
Distributive Income Share from Vendor exceeding 10% of individual’s gross income (   ) 
Real property interest with fair market value of at least $2,500 (   ) 
Person related within first degree of affinity to individual has the following ownership or real 
property interest in Vendor: 

1. Ownership interest of at least 10% 
2. Ownership interest of at least $15,000 or more of the fair market value of 
vendor 
3. Distributive Income Share from Vendor exceeding 10% of the individual’s 
gross income 
4. Real property interest with fair market value of at least $2,500 

( ) 

No individuals have any of the above financial interests (If none go to Section 4) (   ) 
 
c. For each individual named above, show the dollar value or proportionate share of the ownership interest in the 
vendor (or its principal) or its subcontractor (s) as follows: 
If the proportionate share of the named individual(s) in the ownership of the vendor (or its principal) or subcontractor of 
vendor is 10% or less, and if the value of the ownership interest of the named individual(s) is 
$15,000 or less of the fair market value of vendor, check here ( _). 

 
If the proportionate share of ownership exceeds 10%, or the value of the ownership interest exceeds $15,000 of the fair 
market value of vendor, show either: 
The percent of ownership   percentage, or the value of ownership interest $  . 
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2 - Disclosure of Potential Conflicts of Interest 
For each of the individuals having the level of financial interest identified in Section 1 above, and for any other KC individual 
not identified in Section 1 above check "Yes" or "No" to indicate which, if any, of the following potential conflict of interest 
relationships apply. If "Yes”, please describe (use space under applicable section-attach additional pages as necessary). 

a. Employment, currently or in the previous 3 years, including but not limited to contractual employment for services 
for vendor. 

 Yes No  
 
 
 

b. Employment of individual’s spouse, father, mother, son, or daughter, including but not limited to contractual 
employment for services for vendor in the previous2 years. 

 
 Yes No  

 
 
 

 
3- Disclosure of Gifts 
For each of the individuals having the level of financial interest identified in Section 1 above, and for any other KC individual 
not identified in Section 1 above check "Yes" or "No" to indicate which, if any, of the following potential conflict of interest 
relationships apply. If "Yes”, please describe (use space under applicable section-attach additional pages as necessary). 

a. Received a gift from vendor (or principal), or subcontractor of vendor, of $250 or more within the preceding 12 
months. 
 

 Yes No  
 
 
 

b. Individual’s spouse, father, mother, son, or daughter has received a gift from vendor (or principal), or 
subcontractor of vendor, of $250 of more within the preceding 12 months. 

 
 Yes No  

 
 
 
 

4- Other Contract and Procurement Related Information 
Vendor shall disclose the information identified below as a condition of receiving an award or contract. 
This requirement is applicable to only those contracts with a value exceeding $50,000. You must submit this 
information along with your proposal, proposal, or offer. 

a. Vendor shall identify whether vendor (or its principal), or its subcontractor(s), has current contracts (including 
leases) with other government agencies of the State of Texas by checking: 

 
 Yes No  
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b. If "yes" is checked, identify each contract by showing agency name and other descriptive information 
such as purchase order or contract reference number (attach additional pages as necessary). 

 

 
 

c. Vendor shall identify whether vendor (or its principal) or its subcontractor(s) has pending contracts (including 
leases), proposals, proposal, or other ongoing procurement relationships with other government agencies of the State 
of Texas by checking: 

  
 Yes No  

d. If "yes" is checked, identify each such relationship by showing agency name and other descriptive information 
such as proposal or project number (attach additional pages as necessary). 

 

 
 
 

 
This disclosure is submitted on behalf of: 

 
(Name of Vendor) 

 
Certification. I hereby certify that to the best of my knowledge and belief the information provided by me in this 
disclosure statement is true and correct. I understand that failure to disclose the information requested may result in my 
proposal, proposal, or offer, being rejected, and/or may result in prosecution for knowingly violating the requirements of 
Texas Local Government Code Chapter 176. I understand that it is my responsibility to comply with the requirements 
set forth by KC as it relates to this disclosure. I also understand that I must submit an updated disclosure form within 
seven (7) days of discovering changes in the significant financial interests of the individuals I identified in Section 1 of 
this disclosure or if individuals that were not identified, later receive a financial interest in my company or is a 
subcontractor of my company. 
Official authorized to sign on behalf of vendor: 
 
Name (Printed or Typed) Title   

 
Signature Date   

 
"NOTE: PROPOSER MUST COMPLETE THE ABOVE “FINANCIAL INTERESTS AND POTENTIAL 
CONFLICTS OF INTERESTS" FORM. FAILURE TO COMPLETE AND RETURN THIS FORM WITH YOUR 
OFFER SHALL RESULT IN YOUR OFFER BEING CONSIDERED AS "NON-RESPONSIVE" TO THIS 
SOLICITATION." 
 
Signed By: Name:   
Title:  State of:   

 
Sworn to and subscribed before me at      
     (City)                                                                 (State) 
 
this day of , 2025. 

 
Notary Public of the State of:   
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SECTION 9 
RFP QUESTIONNAIRE 

NOTE TO BIDDERS: COMPLETENESS AND DEGREE OF EXPLANATION AND/OR DETAIL IN 
RESPONSES TO EACH OF THESE QUESTIONS IS ESSENTIAL FOR YOUR PROPOSAL TO RECEIVE A 
THOROUGH EXAMINATION BY BID EVALUATORS. Failure to provide a thorough response to EACH item 
listed below may result in the disqualification of your bid. If your response is provided in another section of this RFP 
Response, please note where the information may be located. 

 
1. PRICING 

a. Provide a detailed explanation as to how you arrived at the proposed fixed monthly 
amounts. 

b. What is your labor rate for “out-of-scope” work? 
 

2. PERSONNEL 
In order to assist the College in evaluating the quality and stability of your work force, bidders must 
furnish the following information on attachments submitted with their bids. 

a. Explain your intended staffing levels. 
b. Explain your company’s recruitment program for hourly workers. 
c. Explain your company’s turnover rate for hourly workers for the last two years in the state of Texas. 
d. Explain your company’s 

1. Training practices for new employees 
2. Reinforcement training for experienced workers 

e. Describe your company’s employee safety training program. 
f. Explain your company’s policies regarding employee uniforms and submit with your bid a 

photograph of an employee wearing the uniform proposed for this bid. 
g. Name the person(s) to serve as your day-to-day account or project manager and submit with your bid 

a resume for each named individual or a description of their experience and capabilities. 
h. Explain how you would increase your staff to handle the work if awarded a contract. 

 
3. BENEFITS 

a. Explain your company’s vacation time program for your workers. 
b. Explain your company’s sick time program for your workers 
c. Explain any other benefits or programs that promote stability and retention of your workers. 
d. Does your company offer holiday pay for your workers? 

4. RESOURCES 
a. Explain your company’s reserve labor capacity to handle this project. 
b. Is your company Green Seal Certified? Which organization? 
c. Describe your Computerized Quality Assurance Program. 

5. OPERATIONAL 
a. Provide a description of the operational procedures, processes and policies you propose to use if awarded 

a contract. Include a specific description of the customer services to be provided. 
b. Provide a tentative schedule and transition plan for implementation of Services, based on contract 

commencement on September 1, 2020. Please note any activities that occur before the actual start date that 
will need the assistance of the College and to what extent will that assistance be needed. In addition, what 
specific assistance can the College provide in the first thirty- (30) days to support the contractor in the 
program implementation? 

c. Is your company in transition of management or ownership? 
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RFP Attachments 
 
 
Attachment 1 – Building Information and Locations 
Attachment 2 – Facilities Condition Assessment 
Attachment 3 – Facilities Maintenance Services 
Attachment 4 – Custodial Services 
Attachment 5 – Grounds Maintenance Services  
Attachment 6 – Equipment Inventory 
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ATTACHMENT 1 
BUILDING INFORMATION AND LOCATIONS 

 
 

 
 

* Square Feet is estimated gross square footage of the building; cleanable square footage may vary from 
building to building. It is the contractor’s responsibility to calculate the cleanable square footage. 

  

Kilgore College
Current Facility Inventory

Building Address City State Year Built Area Sq Ft Stories
Anne Dean Turk Fine Arts Center / Van Cliburn Auditorium 1200 S Henderson Blvd Kilgore TX 1966 17,100            2+B
Bert E. Woodruff Adult Education Center / Police Academy Classrooms 220 North Henderson Blvd Kilgore TX 1970 55,000            1
Bonnie Porter Business Admin Bldg 1104 Brook Dr. Kilgore TX 1965 24,800            2
Charles K and Lyde Devall Student Center 1100 East South St. Kilgore TX 1998 69,000            1-2
Cruce Stark Hall 1101 East South St. Kilgore TX 1970 40,678            8
Diesel Technology 1204 E South St. Kilgore TX 4,200              1
Dodson Auditorium 901 Nolen Ave. Kilgore TX 1952 22,500            1-3
East Mechanical Building # 2 Kilgore TX 1965 2,280              1
East Texas Oil Museum 1301 South Henderson Kilgore TX 1980 26,000            1
Fire Academy Shop 220 North Henderson Blvd (rear) Kilgore TX 1
Gussie Nell Davis Residence- Dorm 819 Nolen Ave. Kilgore TX 2006 26,000            2
James M. Parks Fitness Center 701 Laird Ave Kilgore TX 1991 29,000            1
KC Commons Building 902 S. Martin Kilgore TX 2003 10,000 1
KCPD 818 East Main St. Kilgore TX 2,500 1
Leon Dodgen Physical Plant Center 701 E. Main St. Kilgore TX 15,400            1
M. Kenneth Whitten Applied Technology Center 1306 South Henderson Kilgore TX 1985 49,414            1
Mail/ Receiving 108 Choice St. Kilgore TX 2,700 1
Masters Gymnasium / Band Hall 1201 Braodw ay Blvd. Kilgore TX 1954 32,000            1-2
McLaurin Administration Bldg 1103 South Henderson Blvd Kilgore TX 1967 11,767            2
Nolen Residence (Old-Gussie Nell Davis Hall & Annex) 815 Nolen Ave. Kilgore TX 1961 44,500            2-3
Old Main Building 1101 South Henderson Blvd. Kilgore TX 1936 22,000            1-2B
Pedestrian Bridge 1200 S. Henderson Blvd. Kilgore TX 2024 2
Police Academy 2160 CR 174 E. Kilgore TX 1987 1,681              1
Police Adacemy - Storage 1810 Cr 174 East Kilgore TX 1987 1,000              1
Randolph C. Watson Library / Elw yn Bone Learning Center 801 Ross Ave. Kilgore TX 1967 38,241            2
Rangerette P.E. Museum & Joe Turner P.E. Complex 1301 Braodw ay / 703 laird Ave. Kilgore TX 1975 44,537            1
RangerPrint Center 701 Houston Kilgore TX 1989 7,500 1
Region VII Bldg - TX Shakespeare Facility (Off ice, Storage, Practice Area) 815 Houston St. Kilgore TX 36,422            2
S.L. Canterbury Jr. Engineering andSciences Bldg 800 Ross Ave. Kilgore TX 1974 67,190            3
Storage - Old Brookshires Building 622 East Main St Kilgore TX 12,650            1
Technical Vocational Bldg 1103 Oak Dr. Kilgore TX 1986 20,424            1

Torrence Health Science Educaiton Center 1610 S. Henderson Kilgore TX 1998/ 2024 37,324 2
Transportation Institute Classroom Bldg 4931 FM 349 Kilgore TX 2024 2,494 1

Transportation Warehouse 4931 FM 349 Kilgore TX 2024 900 1

Vocational Shop Bldgs-School Auto Mechanics 1103 Oak Dr Kilgore TX 1966 20,600            1

Woman's Gym (Covin Rangerette Gym) 816 Nolen Ave. Kilgore TX 1936 8,000              1-2

Woodfin Center for Instructional Technology 909 Ross Ave. Kilgore TX 1941 5,400              1

Cosemetology 315 S. Center Longview TX 2000 10,600            1

Industrial Maintenance Technology (Classroom) 326 S. High Longview TX 1969 2,000 1

Industrial Maintenance Technology Building 326 S. High Longview TX 2008 4,000 1

Longview  Hendrix Building 300 South High Longview TX 1955 60,000            1

Longview  North - Off ices & Classrooms 209 S. Center Longview TX 1965 34,000            2+B

Manufacturing Technology Building 111 W. South St. Longview TX 2,000              1
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ATTACHMENT 2 
Statement of Work 

Facility Condition Assessment 
 

The selected firm will be required to conduct a comprehensive Facilities Condition Assessment of KC buildings and 
associated infrastructure across all campuses. Please refer to Attachment 1 for a listing of building locations. The 
assessment will include the following components: 

A. General Requirements 

1. Conduct a kickoff meeting with the College’s Facilities Planning team. 
2. Review existing documentation, including floor plans, maintenance logs, and previous assessments. 
3. Perform on-site inspections of all facilities, systems, and infrastructure. 

B. Building Systems to Be Assessed 

1. Architectural Systems 
o Building envelope (roof, walls, windows, doors). 
o Interior finishes. 
o ADA compliance and accessibility. 

2. Structural Systems 
o Foundations and framing. 
o Structural integrity. 

3. Mechanical, Electrical, and Plumbing (MEP) Systems 
o HVAC systems. 
o Electrical systems (lighting, panels, wiring). 
o Plumbing systems (fixtures, piping, drainage). 

4. Life Safety Systems 
o Fire alarms and sprinklers. 
o Emergency lighting. 

5. Infrastructure 
o Utilities (water, sewer, electrical, IT, etc.). 
o Pavement and hardscapes (roads, parking lots, sidewalks). 

C. Deliverables 

1. A detailed report for each facility, including: 
o Current condition of systems. 
o Estimated remaining useful life (RUL). 
o Deficiencies and recommendations for repairs/replacements. 

2. A prioritization plan categorizing deficiencies as: 
o Critical (Immediate attention). 
o Short-term (1–3 years). 
o Medium-term (4–7 years). 
o Long-term (8–10 years). 

3. Cost estimates for recommended repairs and replacements. 
4. Executive summary and presentation of findings to College leadership. 
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ATTACHMENT 3 
Statement of Work 

Facilities Maintenance Services 
 

DESCRIPTION OF SERVICES – GENERAL REQUIREMENTS: 
 
1.1. The Contractor shall provide 24-hour comprehensive operations and maintenance service to all locations with 

daily hours of operations as described, but not limited to, herein. 
1.2. Provide at least (1) one full-time General Manager (GM) who shall administer the program on a full-time 

basis in consultation with the KC Facilities Executive Director. 
1.3. The contractor will also provide one (1) full-time position who will provide office management, software 

coordination and reporting support to the program.  
1.4. The GM shall be on duty during the regular schedule that is delineated by Kilgore College. Additional work 

hours may be required of the GM as requested by the College Facilities Executive Director. The GM is a 
contract employee through this contract and may be requested to supervise other contract employees while 
working in conjunction with Kilgore College Facilities Administration.  

1.5. The GM and the office manager will commit 100% of their time to this project/contract. 
1.6. Provide account management to ensure services are delivered consistent with the stated scope of services, 

specifications and service expectations. Management services shall include sourcing, supervising and 
evaluating current service delivery methods and submitting enhancement opportunities to improve quality, 
customer service, and cost performance as well as satisfying current and new operational business 
requirements. 

1.7. Provider shall follow all code regulations; safety regulation recommendations shall be followed within 
relation to any and all work accomplished under this contract. 

1.8. Provide management services for all issues related to equipment and associated components of equipment 
included within the scope of the RFP. 

1.9. Provider shall be the subject matter expert and consultant for the college to ensure services are delivered 
per required codes and industry standard practices, consistent with agreement term of work completed by 
third-party vendor or performed by maintenance contractor. 

1.10. Provider shall monitor any sub-contractor/third party contractor performance. 
1.11. Develop and maintain a library of facilities drawings, operation and maintenance manual, safety programs, 

and emergency procedures per Kilgore College, federal, state and city guidelines. 
1.12. Provide the expertise supervision, maintenance repair and project management services associated with 

building systems within designated facilities. Ensure all systems function and operate per design, maintain 
operational reliability and conserve energy usage. 

1.13. Provide and identify improvement opportunities to increase reliability of operation, extend life cycle of 
equipment and reduce operation cost to include the conservation of energy usage. 

1.14. Provide dedicated account management, administrative, certified technical staff consistent with the industry 
standard personnel qualifications. Staffing plans are to satisfy daily maintenance and service workload and 
coverage objectives consistent with established service level agreements, service level response goals, and 
other Kilgore College requirements. 

1.15. Staffing considerations include: 
1.15.1. Develop staffing plans that minimize overtime expenses by planning and scheduling, in advance, 

recurring work tasks assigned to staff that are on off-shifts and/or split shifts. 
1.15.2. Develop operating plans and strategies which ensure that adequate resources are always available 

to properly support or respond to the scale and technical complexity of the building systems 
equipment, events, and/or occurrences. 

1.16. Provide monthly, quarterly and year-to-date operational reporting services that highlight operational 
issues/conditions and summarize the preventive maintenance, remedial work requests and facility 
management operations. Reports to be prepared at the Facility level applicable portfolio summaries 
presented. (Portfolio – All facilities included within this document; Facilities added during the course of 
agreement) 

1.17. Operate CMMS platform to effectively integrate the work order processing and reporting functions. 
Contractor shall effectively manage the work order processes for remedial service requests and preventive 
maintenance work, etc. 

1.18. Monitor technical subcontracted vendors ensuring services are delivered consistent with agreement terms 
and service specifications. As necessary, update service specifications based on changing business needs 
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with appropriate approval of College Facilities Director. 
1.19. Develop, maintain and communicate the policies and procedures associated with the delivery of efficient 

and quality operations and maintenance services in support of the various Kilgore College facilities and 
amenities. Library of Facility drawings, manuals or electronic files will include comprehensive 
operational manuals, safety programs, emergency procedures (per established college guidelines), building 
operations and maintenance procedures. 

1.20. Provide comprehensive capital planning services associated with infrastructure systems to ensure critical 
business operations are as free as possible from interruptions due to equipment failures and changing 
business requirements are accommodated within the infrastructure/operational system’s capacities. 

1.21. Provide complete and efficient operational management of all base building infrastructure systems. Ensure 
all business environments with full 24/7 auxiliary back-up power capabilities are protected from internal 
and external interruptions. Ensure all business environments without full 24/7 back-up capabilities are free 
from controllable interruptions. 

1.22. Provide complete operational maintenance of underground storage fuel tanks per city, state, and federal 
codes. 

1.23. Maintain potable drinking water systems within designated Facilities and maintain decorative fountains. 
1.24. Maintain all plumbing systems and associated components including supply and waste piping. 
1.25. Provide the expertise, supervision, maintenance, repair services associated with the various building 

systems within designated Facilities. Ensure all systems function as designed to maintain system reliability 
and conserve energy. 

1.26. Provide parking facilities maintenance services associated with designated surface parking lots to include 
all associated components of said lots. 

1.27. Provide preventive/predictive maintenance and property inspections supporting designated Facilities, 
including, but not limited to, base building mechanical, electrical, fire/life safety and plumbing systems to 
keep all in good working order and in compliance with manufacturer’s recommendations and industry best 
practices. 

1.28. Maintain effective customer relations. Develop and implement procedures to define and ensure the prompt 
handling of remedial work requests, including the proper communication channels and service level 
response goals. 

1.29. Develop and implement 24-hour emergency response and procedures for responding to building alarms and 
severe weather conditions that affect life safety, physical assets or business operations. Ensure off-hour 
response to alarm condition procedures include on-site response by certified personnel within one (1) hour 
of the report to awarded contractor. 

1.30. Participate in the review and revision of the emergency response plans as needed and be prepared to 
execute the support responsibilities identified by those plans. 

1.31. Designate a safety officer to coordinate all regulatory, building code, fire and safety requirements and to 
develop, implement, maintain and communicate to the Kilgore College Facilities Director the following: 
1.31.1. An effective program supporting all OSHA regulations, regulatory reporting requirements and safety 

related training requirements. 
1.31.2. A safety data sheets program (SDS) for all chemicals used at any site contained within the portfolio 

under the Contractor’s range of responsibilities. 
1.31.3. Safety officer shall correspond and be point of contact for regulatory agency inspections/visits to 

portfolio. 
1.32. Provide service/call center services to receive work requests, process remedial and preventive maintenance 

work orders and implement emergency and normal response procedures. 
1.33. Maintain and tabulate the information required to effectively prepare monthly, quarterly and annual workload, 

financial and management reports. Develop and administer a process for measuring Kilgore College satisfaction 
at a discrete business level; analyze results and translate survey results into specific business improvements. 

1.34. Provide maintenance services for electronic security equipment repair and maintenance services required at 
designated properties within the portfolio. Functional components include intrusion alarm systems, CCTV, 
video surveillance and recording, duress alarm equipment, door contacts, access control system equipment and 
other electronic equipment and devices. 

1.35. Kilgore College is not requiring the use of any specific subcontractor nor are they endorsing subcontractors for 
this assignment. Proposers are responsible to undertake appropriate due diligence in reviewing and selecting 
subcontractors and partners for inclusion in their proposal. 

1.36. Safety Programs (applies to all services provided). 
1.37. Contractor shall provide Facilities Director with copies of its safety program(s) as requested. 



44  

1.38. Contractor will be responsible for safety aspects relating to the range of services provided at each Facility. 
1.39. Contractor shall ensure that its subcontractors adhere to safety requirements. 
1.40. Quality Control Programs (applies to all services provided). 
1.41. Contractor shall provide quality improvement monitoring and evaluation programs. 
1.42. Contractor shall effectively evaluate the building systems, architectural finishes and products, structure and 

property to ensure all components are serviced and renewed in a manner that ensures their integrity, appearance 
and reliability is maintained over the long term and extend useful life. 

1.43. Procurement Procedures and Programs (applies to all services provided). 
1.44. Contractor shall have a call center and answer phone calls, e-mails, and radio calls in a prompt manner. 
1.45. The status of work requests should be communicated to the Kilgore College Facilities Director on a consistent 

regular basis. 
1.46. Contractor will track client satisfaction levels by conducting semi-annual surveys among Kilgore College. 

Copies of the summary results should be sent to the Facilities Director. 
1.47. Contractor shall ensure that appropriate documentation, procedures and manuals are developed, maintained and 

disseminated. 
1.48. Contractor shall utilize facility condition assessments to monitor the operational efficiency and quality of 

college portfolio as requested by the Facilities Director. 
1.49. Contractor will monitor and report on its progress in meeting project-oriented objectives as requested. 
1.50. Contractor shall provide Additional Work Services—unique or specialized requests outside the base building 

services—as requested. Contractor shall supply the College with no less than three (3) bid quotations from 
reputable vendors and submit all information for review and approval by the Facilities Director. No markup 
shall be allowable to contractor for such work. Once approved by the Facilities Director, all support information 
(including all itemized bid quotations) related to any request, shall be provided to the Procurement Services for 
issuance of an individual Purchase Order. 

1.51. Contractor shall develop a methodology to track Additional Work Services work order costs and volumes 
separately from base building services. 

1.52. Contractor should make client satisfaction a priority in providing services under the agreement. 
1.53. Contractor's employees should be trained to be customer-service oriented and to positively and politely interact 

with college employees and the public when performing contract services. Contractor's employees should be 
clean, courteous, efficient, and neat in appearance at all times and committed to offering the highest degree of 
service to the public. If, in the Facilities Director’s determination, the Contractor is not interacting in a positive 
and polite manner with college employees and the public the Contractor shall take all remedial steps to conform 
to the standards set by the agreement and is subject to termination for breach of contract. 

1.54. Kilgore College shall retain the right to request the replacement of the RM/GM and/or the CMMS 
Representative for reasons Kilgore College deems sufficient. 

1.55. The Contractor shall provide for a maintenance management system to apply proven management principles to 
optimize the use of the contract-designated levels of personnel, equipment, material, space, time and funds. The 
contractor will also: 
1.55.1. Provide effective maintenance support and response to Kilgore College administrative and 

operational requirements. Work schedules or shifts for FTEs will be generated by the contractor and 
approved by the College. 

1.56. Maintain a high level of productivity in the maintenance work force. 
1.57. Assure a high-quality standard for maintenance performance. 
1.58. Develop operating plans and strategies, which ensure that adequate resources are available at all times 

(24/7/365) to properly support or respond to the scale and technical complexity of the building systems and 
operational occurrences. This shall include inclement weather, environmental or other events that may disrupt 
normal day-to-day operations. 

1.59. Provide effective communications and coordination with major capital improvement initiatives that are directly 
managed by other entities. 

1.60. Achieve cost reductions in performing proper maintenance in Kilgore College facilities. Meeting or exceeding 
national comparable cost data for this area. 

1.61. Provide a maintenance program. The Contractor shall advise Kilgore College of maintenance project resource 
requirements. 

1.62. Contractor's actions shall respond to Kilgore College's current designation of priorities for the completion of 
preventive maintenance, corrective maintenance, and predictive maintenance. 

1.63. Provide Kilgore College with a successful maintenance program that is measurable through weekly inspections 
with an inspection report signed by Kilgore College Facilities Director and the Contractor. Provide monthly 
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preventive maintenance/work order metrics to review with FE/M team. Success will also be monitored through 
the comments from the College community through a web-based complaint site. 

1.64. Training - Awarded vendor shall provide, as needed, on-site CMMS training to Kilgore College staff. 
1.65. Set-up and Implementation - Vendor shall include any costs for set-up and implementation of the software 

system and in the cost of the operation of the Facility Maintenance software (CMMS). 
1.66. Vendor shall provide information on software updates annually. Please note frequency of updates. Any 

additional cost associated with the upgrade will be paid by Contractor. 
1.67. Use IFMA standards to sq. ft. staffing ratio of FTEs. To include, but not limited to: 

1.67.1. Maintenance workforce (Electricians, HVAC and central plant operators, plumbers; controls and low 
voltage, stationary engineers, Other FTE's) 

1.67.2. Maintenance Management (Group Supervisors, Operation and or maintenance managers) 
1.67.3. Administrative support (Help Desk Staff, Administrative Assistant, Customer Services 

Representatives) 
1.67.4. Total Maintenance Staff (shall be included in this contract). 

 
2. ELECTRICAL, MECHANICAL AND ELEVATOR SYSTEM MAINTENANCE SERVICES Electrical 

maintenance and repair up to $2,000 will be the responsibility of contractor under this contract. Any electrical 
systems services that shall be the responsibility of the college could be addressed by way of task of work (TOW) 
process which; shall be on an as needed/requested basis (ancillary service). Electrical maintenance to include but 
not limited to annual electrical panel maintenance that entails visual inspection as well as verification of tight and 
correct terminations. Thermal imaging will be incorporated for any maintenance and repairs. 
2.1. Electrical and mechanical systems maintenance services includes parts, predictive, preventive and corrective 

maintenance for all electrical, mechanical and elevator systems including but not limited to the following 
list of systems: 

2.2. Primary Power Systems: 
2.2.1. Transformers 
2.2.2. Main switchgear 
2.2.3. Wiring 
2.2.4. Weather heads 
2.2.5. Sub-stations 
2.2.6. Annual infrared testing of panels 

2.3. Secondary Power Systems: 
2.3.1. Switchgear 
2.3.2. Motor control centers 
2.3.3. Motor starters 
2.3.4. Disconnects 
2.3.5. Panel boards 
2.3.6. Circuit breakers 
2.3.7. Transformers 
2.3.8. Computer distribution units 
2.3.9. Wiring Devices 
2.3.10. Receptacles Accessories 
2.3.11. UPS 
2.3.12. Automatic doors 

2.4. Lighting Systems: 
2.4.1. Panel boards 
2.4.2. Circuit breakers 
2.4.3. Transformers 
2.4.4. Lighting relays and controls 
2.4.5. Infrared and ultrasonic sensors 
2.4.6. Photocells 
2.4.7. Lighting dimmer controls 
2.4.8. Light fixtures 
2.4.9. Emergency lighting 
2.4.10. Parking lot lights 
2.4.11. Wiring Switches Accessories 
2.4.12. Interior and exterior LED signage and communication 
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2.4.13. Emergency Blue Phones 
2.5. Uninterrupted Power Unit System: 

2.5.1. Batteries 
2.5.2. Transfer switches 
2.5.3. Wiring devices and accessories 
2.5.4. Annual inspection and major overhaul 

2.6. Potable and Non-Potable Water Systems: 
2.6.1. Water detention pond pumps 
2.6.2. Pumps 
2.6.3. Filters 
2.6.4. Softeners 
2.6.5. Hot water heaters 
2.6.6. Isolation valves 
2.6.7. Piping 
2.6.8. Purifiers 
2.6.9. Sewage pumps 
2.6.10. Fixtures 
2.6.11. Controls and related plumbing components 

2.7. Emergency Power Generators: 
2.7.1. Diesel and natural gas engines Motors 
2.7.2. Pumps 
2.7.3. Generator 
2.7.4. Switchgear 
2.7.5. Wiring 
2.7.6. Oil sampling and rectification 
2.7.7. Transfer Switches and Controls 

2.8. FUEL - Annual inspection of fuel storage tanks in accordance with (EPA/TCEQ) guidelines. Record 
keeping for UST shall be in accordance with all city, state, and federal code. Contractor will perform regular 
testing of the fuel and provide chemical rectification to restore fuel to ideal performance levels. Fuel 
filtration techniques are employed when fuel has water and/or sediment levels that exceed ASTM standards 
or when microbiology growth is detected. Completed forms are to be sent to the Facilities Director. 

2.9. It is the intent of this contract for all electrical components be maintained by the contractor. All-inclusive 
service shall be expected under the terms of this contract. 

 
3. ELEVATOR, ELEVATOR EQUIPMENT AND WHEELCHAIR LIFT SERVICES 

3.1. Elevator Service maintenance and repair is included up to $2,000 on all current elevator equipment, 
elevators and wheel chair lifts and other associated components of the conveyance systems are included. 
3.1.1. Traction Elevators; 
3.1.2. The Contractor shall provide a preventive maintenance program to deliver service tailored to the 

building’s specific needs. Equipment type, component life, equipment usage, and building 
environment will be considered when planning routine short and long-term maintenance schedules 
and records for each elevator. The units will be provided with devices to monitor equipment usage. 
Industry Standard work processes will be used. 

3.1.3. All equipment, materials and installation shall conform to: ANSI the American National Standard 
Safety Code for Elevators, Dumbwaiters, Escalators, and Moving Walks, American Standard 
Practice for the Inspection of Elevators, Inspectors Manual, and National Fire Protection 
Association (NFPA) code. The Contractor will be trained, licensed personnel directly contracted 
and supervised maintenance contractor. The contractor will be qualified to ensure the equipment 
is properly adjusted, and they will use all reasonable care to maintain the elevator equipment in 
proper and safe operating condition. 

3.1.4. The Contractor will regularly and systematically examine, adjust, lubricate as required, and if 
conditions warrant, repair or replace, but not limited to: 
3.1.4.1. Machine, worm gear, thrust bearings, drive sheave, drive sheave shaft bearings, brake 

pulley and brake coil, contact, linings and component parts. 
3.1.4.2. Motor and motor generator, motor windings, rotating element, commutator, brushes, 

brush holders and bearings. 
3.1.4.3. Silicon control rectifier, reactors, filters, heat sinks, amp traps, transducers and all 
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control components. 
3.1.4.4. Controller, selector and dispatching equipment, all relays, solid state components, 

resistors, condensers, transformers, contacts, leads, dash pots, timing devices, 
computer and micro computer devices, steel selector cable or tape and mechanical 
and electrical driving equipment. 

3.1.4.5. Governor, governor sheave and shaft assembly, bearings, contacts and governor 
jaws. 

3.1.4.6. Deflector or secondary sheave, bearings, car and counterweight guide rails, top and 
bottom limit switches, governor tension sheave assembly, compensating sheave 
assembly, counterweight and counterweight guide shoes including rollers and gibs. 

3.1.4.7. Hoist way door interlocks and hangers, bottom door guides and auxiliary door 
closing devices. 

3.1.4.8. Automatic power operated door operator, car door hanger, car door contact, door 
protective device, load weighting equipment, car frame, car sling, car safety 
mechanism, platform, wood platform flooring, elevator car guide shoes, gibs or 
roller and call buttons 

3.1.5. The Contractor will also: 
3.1.5.1. Examine monthly all safety devices and governors and conduct annual no-load test, 

and first year of contract perform a full-load, full-speed test of safety mechanism, 
overhead speed governors, car and counterweight buffers. The car balance will be 
checked and the governor set. If required, the governor will be calibrated and sealed 
for proper tripping speed. 

3.1.5.2. Load weighing devices will be calibrated annually with safety tests. 
3.1.5.3. Renew and wire ropes as often as necessary to maintain an adequate factor of 

safety; equalize the tension on all hoist and compensation ropes, and shorten 
ropes and chains as required to provide legal and reasonable bottom clearances. 

3.1.5.4. Repair or replace conductor cables and hoist way and machine room elevator 
wiring as required. 

3.1.5.5. Furnish lubricants and hydraulic fluid SDS copies that are stored on-site. The 
Contractor shall also maintain, and if conditions warrant, repair or replace the 
following auxiliary equipment with the Facilities Director prior approval. 

3.1.5.6. Check emergency lighting, batteries, trickle charger and related wiring and 
Components weekly. 

3.1.5.7. Check Elevator Management Systems, Consoles, CRT's keyboards, wiring and 
components and all other devices associated with these systems. (Only those 
systems and devices directly related to Elevator Communication) weekly. 

3.1.5.8. Check Fire Emergency Operation and elevator operating devices (Only those 
systems and devices directly related to the Elevator System) weekly. 

3.1.5.9. Check Emergency Power Operation and elevator operating devices (Only those 
systems and devices directly related to the Elevator System) weekly. 

3.1.5.10. Check all handicap devices that are part of the elevator system. 
3.1.5.11. Check all elevator related earthquake devices. 
3.1.5.12. Inspect emergency communication devices for elevator to ensure devices are 

working properly weekly. 
3.1.6. Vendor shall display maintenance logs within elevator equipment room in a protective binder in a 

conspicuous location. 
 

4. HYDRAULIC ELEVATORS AND WHEELCHAIR LIFTS 
4.1. The Contractor shall provide a preventive maintenance program to deliver service tailored to the building 

specific needs. Equipment type, component live, equipment usage, and building environment will be 
considered when planning routine short and long-term maintenance scheduled records for each elevator. 
The units will be provided with devices to monitor equipment usage; Industry Standard work processes 
will be used. 

4.2. All equipment, materials and installation shall conform to: ANSI, standards The American National 
Standard Safety Code for Elevators, Dumbwaiters, Escalators, and Moving Walks, 
ANSI, American Standard Practice for the Inspection of Elevators, Inspectors Manual, and National 
Fire Protection Association (NFPA) code. The Contractor will use trained, licensed personnel directly 
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contracted and supervised by them. The contractor will be qualified to ensure the equipment is 
properly adjusted, and they will use all reasonable care to maintain the hydraulic elevator equipment in 
proper and safe operating condition. 

4.3. The Contractor will regularly and systematically examine, adjust, lubricate as required, and if conditions 
warrant, repair or replace, but not limited to: 
4.3.1. Pumps, pump motors, operating valves, valve motors, motor winding, leveling valves, plunger, 

plunger packing, exposed piping and hydraulic fluid tanks. 
4.3.2. Controller, leveling devices and cams, all relays, magnet frames, solid-state components, resistors, 

condensers, transformers, contacts, leads, timing devices, resistance for operating and motor 
circuits, operating circuit rectifiers. 

4.3.3. Hoist way door interlocks, hoist way door hangers, bottom door guides, auxiliary door, auxiliary 
door closing devices and hoist way switches. 

4.3.4. Automatic power operated door operator, car door hanger, car door contract, door protective 
device, car frame, car ventilation system, platform, wood platform flooring, in the elevator car, car 
guide, rails, car guide shoes, gibs or rollers. Filters, mufflers and muffler components. 

4.4. The Contractor will also 
4.4.1. Examine monthly, all safety devices and conduct pressure tests and other tests required by ANSI 

standards or other applicable city, state, and federal codes. 
4.4.2. Repair or replace conductor cables, elevator hoist way wiring and machine room elevator wiring. 
4.4.3. Furnish lubricants and hydraulic fluid compounded to the manufacturer's rigid specifications. 

Contractor will furnish the Facilities Director copies of the 
S.D.S. for all materials stored on-site. 

4.4.4. In accordance with the manufacturer's specifications, conduct an analysis hydraulic fluid to detect 
contaminants and assure proper viscosity and make necessary corrections and replace fluid as 
required. A copy of the findings shall be furnished to the Facilities Director within thirty (30) calendar 
days of the analysis. 

4.4.5. Clean excessive fluid leakage from pump pans, cylinder heads, machine room and pit floors, The 
Contractor from pump pans, cylinder heads, machine room and pit floors. The Contractor shall 
also maintain, and if conditions warrant, repair or replace the following auxiliary equipment with 
the Facilities Director prior approval. 

4.4.6. Check emergency lighting, bulbs, batteries, trickle charger and all related wiring and components 
weekly. 

4.4.7. Check Elevator Management Systems, Consoles, CRTs keyboards, wiring and components and 
all other devices associated with these systems. (Only those systems and devices directly related 
to Elevator Communication) weekly. 

4.4.8. Check Fire Emergency Power Operation and elevator operating devices (Only those systems and 
devices directly related to the Elevator System) weekly. 

4.4.9. Check Emergency Power Operation and elevator operating devices (only those systems and 
devices directly related to the Elevator System) weekly. 

4.4.10. Check all handicap devices that are part of the elevator system. 
4.4.11. Check all elevator related earthquake devices. 
4.4.12. Inspect emergency communication devices for elevators to ensure devices are working properly 

weekly. 
4.5. Test and Reports, but not limited to 

4.5.1. Yearly inspection and report: The Contractor shall conduct, and annual, non-load, low speed test 
of elevator car and counter weight safeties, a test of buffers and safety device tests and a hydraulic 
elevator pressure relief valve test as required by ANSI code. Every fifth year, the Contractor shall 
conduct a rated load, rated speed safety test and a test of governor's safeties and buffers. The result 
of each test shall be delivered to Facilities Director in writing within fourteen (14) days of 
completion date of the test. 

4.5.2. Annual performance evaluation and report: The Contractor shall conduct annual evaluations of 
elevator performance, including car speed, door operations, riding quality, car leveling, floor-to- 
floor time and system operation, including traffic handling response time and step indexing. The 
result of the evaluation and report shall be delivered to Facilities Director in writing within thirty 
(30) days of test. 

4.5.3. Contractor Reports - Operation problems: The Contractor shall maintain schedules, operations 
logbooks, inventory lists, equipment specifications and drawings, which describe the elevator 
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installations covered by these specifications and the services performed. These documents shall be 
made available to Kilgore College and review quarterly with Facilities Director. 

4.5.4. Contractor shall be required to obtain a computerized operations verification service to test on a 
weekly basis two-way emergency communication. A report shall be submitted on a weekly basis 
to the Facilities Director. Emergency two- way communication issues shall be addressed 
immediately. 

4.6. Personnel Qualifications 
4.6.1. Only qualified and licensed service technicians shall be used to perform repairs and maintenance 

services stipulated in this Scope of Services. Service Technicians assigned by the Contractor must 
be fully qualified in all aspects of maintenance to be performed, including repairs that may become 
necessary during the term(s) of this contract. 

4.6.2. The Contactor shall have and maintain sufficient backup technicians who are qualified in all 
aspects of equipment repair and services requirements to assume the responsibilities for the 
maintenance of the included elevator systems in case of emergency or other unforeseen conditions. 

4.7. Working Hours and Response Time 
4.7.1. Routine Services: All routine work shall be performed during regular working hours between 

8:00 a.m. to 5:00 p.m., Monday through Friday, holidays excluded. The Contractor shall respond 
to requests for services within one (1) hours of being notified of a service request during regular 
working hours. The Contractor shall respond within two (2) hours during other than regular 
working hours and days. Note: "Response" shall mean that a "qualified technician" shall be on 
the job site and prepared to work within the response time frames specified herein, after notice is 
given to Contractor by Kilgore College. The Contractor shall respond (in person) to requests for 
emergency services within one (1) hour of being notified by Kilgore College that an emergency 
exists except when a person is stuck in an elevator. In such case, the response time shall be no 
longer than thirty (30) minutes. Emergency services shall be provided twenty-four (24) hours a 
day, seven (7) days a week, holidays included. 

4.8. Callback Services or Emergency Services: The Contractor shall provide 24-hour callback service to take care 
of minor and/or major elevator malfunctions occurring between scheduled maintenance services. The call back 
response times shall be immediate during regular hours and thirty (30) minutes during other than regular 
hours. All overtime work shall require prior approval from the Kilgore College Facilities Director. 

4.8.1. It is the intent of this contract for all elevator components be maintained by the 
contractor. All-inclusive service shall be expected under the terms of this contract. 

 
5. HVAC SYSTEMS MAINTENANCE SERVICES 

5.1. HVAC maintenance and repair up to $3,000 will be the responsibility of contractor under this contractor. All 
HVAC system services and repairs that shall be the responsibility of the college will be addressed by way of 
task of work (TOW) process, which shall be on an as needed basis. 

5.2. Contractor shall create a detailed equipment list of all components associated with Kilgore College’s 
HVAC systems. This list shall be shared with Kilgore college and updated as any changes are made. This 
list will include at minimum: type, location, model number, serial number and filter size & quantity. 
5.2.1. Kilgore College will provide contractor with all current equipment lists. Contractor will be 

responsible for verifying accuracy of existing list and adding/subtracting equipment as necessary 
to create a comprehensive equipment list. 

 
5.3. The Contractor shall furnish labor, tools, equipment, transportation and supervision necessary for the 

maintenance, inspections and repairs to all air conditioning, heating, and ventilating systems located in all 
buildings on Kilgore College’s three campuses listed at the front of this RFP. All materials, system 
components, refrigerant, lubricants and parts necessary for routine preventive maintenance in heating, 
ventilating and air conditioning units shall be supplied by the Contractor. 

 
5.4. The Contractor shall perform complete maintenance service, inspections, and emergency calls for all 

equipment Included under this Scope of Services. This service shall consist of thorough maintenance work 
in accordance with the equipment manufacturers recommended tasks and frequency and best commercial 
practice governing the maintenance of air, heating and ventilating systems. 

 
5.5. The services shall include Routine Preventive Maintenance, Multi-Year Major Stop Maintenance, and 

Miscellaneous and Emergency Service and Repairs as outlined below. 
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5.6. The Contractor shall replace worn or failed components and parts. All replacement parts will be of like or 

current design to minimize system depreciation obsolescence. 
5.7. The Contractor shall provide Manufacture Startup checklist, monitoring and completion forms complete with 

any major repairs on HVAC system. Completed Forms presented to Director of FE/M. 
5.8. All work shall comply with all city, state, federal, and industry standards. 
5.9. Routine Preventive Maintenance Defined: Such service shall include regularly scheduled maintenance tasks 

and inspections for each unit listed herein. The maintenance tasks and inspection shall consist of, but not 
limited to, furnishing of all labor, equipment, parts, materials and tools necessary to perform a thorough 
servicing of all integral parts, oiling, adjusting, protective painting and replacing of all parts where needed 
to keep the unit in continuous efficient operating condition. 

 
5.10. The following and included as Attachment A is a non-exhaustive list of services to be performed as part of the 

Routine Preventive Maintenance to include but not limited to: 
5.10.1. Heat exchanger coil replacement due to maintenance and/or repair shall be the Contractor's 

responsibility. 
5.10.2. Air conditioning water chiller either of centrifugal or reciprocating design: it is the Contractors 

responsibility to repair and/or replace all associated components as a result of the tube damage 
and shall restore equipment to complete and full operating conditions. Boiler equipment is to be 
completely inspected, repaired and restored to normal operating conditions. Deficiencies shall be 
reported to Kilgore College. 

5.10.3. Filter change and coil cleaning shall be the responsibility of the Contractor. Filters are filter 
grade to be replaced at manufacturer’s recommendation or when conditions require change, 
whichever comes first. A report detailing each unit whose filters have been replaced shall be 
submitted monthly. 

5.10.4. Valves associated with the HVAC system are the responsibility of the Contractor to maintain as 
part of the Routine Preventive Maintenance schedule. 

5.10.5. Chemical treatment of chilled water, condensing water, and hot water systems. 
5.11. Multi-Year Major Stop Maintenance Defined: Major stop maintenance shall be classified as long- range 

preventive maintenance and shall be performed at intervals greater than one year and less than three years. 
The intervals of the Multi-Year Major Stop Maintenance shall be determined by the Contractor and 
College Facilities Director best judgment based on equipment applications, operating hours, age and 
routine preventive inspection results. The Multi-Year Major Stop Maintenance shall include major internal 
maintenance to inspect, repair and/or replace those parts and/or components whose normal wear indicated 
repair or replacement is needed including all necessary maintenance tasks to perform internal cleaning, 
clearance adjustments, bearing maintenance, shaft maintenance and those preventive maintenance tasks 
that are required to keep equipment in good operating condition. 

5.12. General Maintenance: HVAC systems maintenance includes parts, predictive, preventive and corrective 
maintenance including, but not limited to the list of systems. The Contractor must define what HVAC 
systems are included in the preventive and corrective maintenance. HVAC maintenance to include but not 
limited to annual chiller preventive maintenance services of one (1) Annual oil analysis, tube cleaning, 
vibration report, and general efficiency checks and adjustments. These specified services as listed are in 
addition to all other normal preventive maintenance tasks as scheduled. Water treatment and filter 
replacement is included in these services. All filters shall be dated at installation. All associated HVAC 
components are included, along with air intakes, registered louvers and return grills. 

5.13. Schedule of Work: It shall be the Contractor's responsibility to notify Kilgore College's representative in 
writing before scheduling Multi-year Major Stop Maintenance or other maintenance repairs requiring a 
shutdown of systems so as to coordinate with Kilgore College's schedule. It shall also be the Contractor's 
responsibility to provide advance written notification to Kilgore College of any Miscellaneous and 
Emergency Services and Repairs needed to be performed that are in addition to the Routine Preventive 
Maintenance. The Kilgore College Facilities Director must authorize these additional services. 

5.14. It is the intent of this contract for all HVAC components be maintained by the contractor. All- inclusive 
service shall be expected under the terms of this contract. 

 
6. BUILDING AUTOMATION SYSTEM (BAS), BUILDING ENERGY MANAGEMENT SYSTEM (BEMS), 

BUILDING SECURITY SYSTEM (BSS) AND FIRE LIFE SAFETY EQUIPMENT (FLSE) MAINTENANCE 
SERVICES 
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6.1. BAS/EMS/BSS service to include energy management monitoring, adjustments and repair up to $10,000. 
6.2. BAS/ BSS/ BEMS Monitoring and Service covers the requirements for the Contractor to provide Building 

Automation System (BAS) and Building Security System (BSS) monitoring and service: 
6.2.1. The Contractor shall also support a reporting system that includes both written and online formats. 
6.2.2. Contractor shall provide, but not limited to, all supervision, labor, materials, spare parts, supplies, 

equipment and services, whether or not specifically mentioned in these documents, to operate and 
maintain the Building Automation System and Building Security System, its associated 
components (including cameras), controls and instrumentation on a continuous basis 24 hours per 
day, 7 days per week, 365 days per year. 

6.2.3. Contractor will be required to have someone that can use and understand the control systems. 
6.3. Systems Management Program The following services shall be provided for each of the campuses listed in 

the Facility Maintenance Information: 
6.3.1. Preventive Maintenance Program Building Automation quarterly: The Contractor shall perform a 

scheduled inspection during regular business hours components at each campus. Upon 
conclusion of inspection, a report shall be generated describing problems or defective parts and a 
plan of action to repair or replace all failed parts shall be developed and submitted to Kilgore 
College. 

6.3.2. Preventive Maintenance Program Building Security quarterly: The Contractor shall perform a 
scheduled inspection during regular business hours of the particular Kilgore College facility to 
verify operation and calibration of all BSS components at each campus. Upon conclusion of 
inspection, a report shall be generated describing problems or defective parts and a plan of action 
to repair or replace all failed parts shall be developed and submitted to Kilgore College. 
Remedial Maintenance: The Contractor shall respond within one (1) hour to malfunctions that 
impact the facility's temperature or access control. 

6.3.3. Help Desk and Service Call Response Plan: All BAS & BSS service requests shall be handled and 
co-coordinated by the help desk. The Contractor's help desk shall trouble shoot the problem via 
the building automation workstations. If the problem cannot be solved from remote workstation 
then a technician shall be dispatched to the jobsite. All service requests/responses shall be stored 
and made available to the Facilitates Director. 

6.3.4. Replacement Parts: All replacement parts shall be new and have the same manufacturer as original 
parts and shall be locally inventoried. 

6.3.5. Systems Hardware and Software: The Contractor shall maintain all BAS and BSS hardware, 
firmware and software in a complete and totally operational condition. The Contractor shall 
guarantee all BAS and BSS hardware, software and firmware for a period of one (1) year from the 
date of installation. 

6.3.6. Staffing and Operator Qualifications: The Contractor shall maintain a minimum of three (3) 
technically qualified service operators to receive BAS and BSS service requests. 

6.3.7. Monitoring Center: All campuses should be monitored via remote workstations located at the 
Contractor's office. All major equipment shall be verified to be functioning within normal 
parameters. Any major equipment found not functioning properly should be reported to Kilgore 
College Facilities Director. All alarms shall be received and logged at the monitored workstations 
and appropriate action taken to rectify alarm conditions within two (2) hours. 

6.3.8. Reports: Contractor shall submit a monthly report to Kilgore College containing an overall 
summary of maintenance work performed during the month, the results of tests conducted and all 
service requests. This report shall also be available online. 

6.3.9. Routine Operations: 
6.3.9.1. Data Backup: The Contractor shall provide two (2) complete system data backups 

of each site quarterly. The data backup shall include backing up all field panels 
to the Workstation. 

6.3.9.2. Phone Support: The Contractor shall provide technically qualified phone support, 
which shall be available to Kilgore College personnel on a 24- hour basis. This 
provides support for Kilgore College personnel and contractors with trouble 
shooting and diagnosing of HVAC control problems. The service desk shall have 
a building automation workstation dedicated to the Kilgore College. These 
workstations shall allow the service desk to provide real time information and 
support for all BAS & BSS building operations. 

6.3.9.3. Service Desk: The Contractor’s service desk shall be the first point of contact for 
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all BAS & BSS requests i.e. but not limited to: scheduling, hot/cold calls, no 
video, no access, etc. 

6.3.9.4. Experienced building operators with BAS Controls. 
6.3.9.5. All requests and inquiries shall be logged and tracked. Any authorized user via 

a Kilgore College workstation net browser may submit requests. In addition, 
the status of previously submitted requests shall be available upon request. If 
a workstation is not available, the service desk may be contacted by web 
phone or fax between normal operating hours and scheduling requests 
submitted. Service desk normal hours shall be 8:00 a.m. to 5:00 p.m. and 
shall be manned for this time period. 

6.3.10. It is the intent of this contract for all BAS/BSS/BEMS components be maintained by the 
contractor. All-inclusive service shall be expected under the terms of this contract. 

 
7. FIRE LIFE SAFETY EQUIPMENT (FLSE) MAINTENANCE 

7.1. Fire systems will be included regarding suppression and notification maintenance and repair up to $10,000. 
Maintenance tasks and associated inspections per governing body regulation and having jurisdiction will be 
included for all systems currently "blue tagged" by the Fire Marshall. 

7.2. Contractor shall devise a plan to immediately address "yellow tag" and "red tag" situations. In addition, fire 
alarm monitoring will be included under these services. Kilgore College shall be notified immediately of any 
and all active alarms within portfolio (list of contacts shall be provided). 

7.3. The Contractor shall maintain and repair Fire Alarm & Fire Suppression Systems at listed Kilgore College 
facilities. 

7.4. The contractor awarded this contract shall provide the necessary tools, equipment and staff to maintain, repair, 
and monitor the alarm system and notify the appropriate authority having jurisdiction. 

7.5. The Contractor shall conform to all NFPA and NEC codes and standards may apply to include all city, state, 
and federal regulation codes. It shall be the contractor’s responsibility to maintain full compliance with any 
and all fire code or regulations that apply to the college. This includes annual and monthly inspections of fire 
extinguishers in accordance to current NFPA standards. 

7.6. The Contractor's personnel shall be qualified and experienced in the inspection, testing, maintenance, and 
repair of the fire alarm and fire suppression systems. Qualified personnel shall be, but not limited to, 
individuals with the following qualifications: 

7.6.1. Factory trained and certified 
7.6.2. Licensed (not Certified) by the National Institute for Certification in Engineering Technologies 

- Fire Alarms 
7.6.3. Certified by the State of Texas or local authority 
7.6.4. Trained and qualified personnel employed by an organization listed by a national laboratory for 

the services of fire alarm systems 
 

8. EMERGENCY SERVICES/CALL OUTS FOR FIRE ALARM SYSTEMS: 
8.1. The Contractor shall provide on-call "Emergency Services" 24 hours per day, seven days per week 365 days 

per year. 
8.2. The Contractor shall provide emergency service in response to a telephone request by a Kilgore College 

representative within one (1) hour. The qualified person shall be accessible by telephone 24/7/365. 
8.3. Contractor shall be required to obtain 24/7/365 third-party monitoring service for any and all fire life safety 

components within the College portfolio. 
 

9. SYSTEM DEVICES REQUIRING SERVICES AND INSPECTION: 
Maintenance, testing, inspection, repair and/or replacement shall be, but not limited to the following equipment and 
associated components: 

9.1. Fire and Smoke Detection Equipment: 
9.1.1. Fire detectors 
9.1.2. Smoke detectors 
9.1.3. Manual pull stations 
9.1.4. Alarm bells and lights 
9.1.5. Annunciators 
9.1.6. Speakers, flow detectors 
9.1.7. Flow switches 
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9.1.8. Valve switches 
9.1.9. Wiring 
9.1.10. Devices 
9.1.11. Accessories 

9.2. Fire Suppression Systems: 
9.2.1. Fire pumps and controls 
9.2.2. Jockey pumps 
9.2.3. Sprinklers (wet/dry) 
9.2.4. Fire hose cabinets/racks 
9.2.5. Manual fire extinguishers 
9.2.6. Piping valves 
9.2.7. Accessories 
9.2.8. Portable suppression devices 
9.2.9. NFPA 25 " Chum test " 

9.3. Halon Fire Extinguishing System: 
9.3.1. Halon storage tanks 
9.3.2. Manual pull stations 
9.3.3. Abort switches 
9.3.4. Alarm bells and lights 
9.3.5. Control panels 
9.3.6. Annunciators 
9.3.7. Speakers 
9.3.8. Piping 
9.3.9. Valves 
9.3.10. Wiring 
9.3.11. Devices and accessories 

9.4. FM 200 Extinguishing Systems: 
9.4.1. FM 200 storage tanks 
9.4.2. Manual pull stations 
9.4.3. Abort switches 
9.4.4. Alarm bells and lights 
9.4.5. Control panels 
9.4.6. Annunciators 
9.4.7. Speakers 
9.4.8. Piping 
9.4.9. Valves 
9.4.10. Wiring 
9.4.11. Devices 
9.4.12. Accessories 

9.5. It is the intent of this contract for all System Devices and all associated components be maintained by the 
contractor. All-inclusive service shall be expected under the terms of this contract. 

 
10. OTHER INFORMATION 

10.1. As used in this Agreement, the following terms are defined as follows: 
10.2. Preventive Maintenance: 

10.2.1. Any planned maintenance activity that is designed to improve equipment life and avoid any unplanned 
maintenance activity. 

10.2.2. The Contractor shall schedule preventive maintenance tasks by Computerized Maintenance 
Management System (CMMS) to assure a uniform and detailed but not limited to the following, but 
not limited to: 
10.2.2.1. Inspections 
10.2.2.2. Lubrications 
10.2.2.3. Tests 
10.2.2.4. Adjustments 
10.2.2.5. Corrective maintenance tasks found during preventive maintenance 

10.2.3. A discussion of the organization of essential elements of an effective program is as follows, but not 
limited to: 
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10.2.3.1. Work instructions 
10.2.3.2. Work inventory 
10.2.3.3. Work Assignments 
10.2.3.4. Basic records 

10.3. It is the intent of this contract for all FLSE components be maintained by the contractor. All- inclusive service 
shall be expected under the terms of this contract. 

10.4. Condition Based Maintenance is performing inspections in a real-time mode. Inspection in real- time mode is 
identified using the trending methodology. Trending includes sensors installed in equipment that sends signals 
indicating maintenance needs to be scheduled and performed. Trending also allows technicians to read or trend 
the information to avoid unnecessary or erroneous maintenance schedules. 

10.5. Random Failures are any failure that occurs without notice or warning. 
10.6. Normal Wear Out is a type of failure that can be designed in a preventive maintenance program. Designed to 

prolong or prevent and these types of failures occur progressively over a relatively long period of time. The PM 
Management Team should design programs to spot signs of wear and take appropriate measures to correct the 
situation. 

10.7. Mandatory Preventive Maintenance are those that must be performed at all costs when they are due. They may 
involve, but not limited to, OSHA, safety, EPA and license inspections as well as state and local inspection 
requirements among others. This shall follow any and all city, state, and federal codes/requirements. Non- 
Mandatory preventive maintenance are inspections or service PMs that can be postponed for a short time period 
or even eliminated for the present cycle without resulting in immediate failure or performance penalty. Each PM 
task should be designated in one of these categories. 

10.8. Inspections will involve filling out a maintenance request time ticket and then creating work orders to cover any 
problems discovered during the inspection. 

10.9. Task-oriented preventive maintenance allow the individual performing the PM to take time to make minor 
repairs or adjustments, eliminating the need to write some of the work orders when turning in the inspection 
sheet. For scheduling purposes, a time limit shall be set on how long each task should take. The Contractor 
shall set time limits for each type of PM task for each critical piece of equipment. 

10.10. Operator Time Loss - shall include but is not limited to the following: 
10.10.1. Time to report the failure 
10.10.2. Time for maintenance to arrive 
10.10.3. Time for maintenance to make repairs 
10.10.4. Time to restart the equipment 

10.11. Maintenance Costs - shall include but not limited to the following: 
10.11.1. Time to obtain the equipment 
10.11.2. Time to repair the equipment 
10.11.3. Time to dispatch staff to area 

 
11. CONTRACTOR RESPONSIBILITIES 

11.1. Administrative and Technical Direction 
11.1.1. The Contractor shall provide, but not limited to, administration and technical direction in the 

management of the plant operations and maintenance organization. In the discharge of their 
responsibilities, the Contractor shall be guided by the highest professional technical standards. 

11.1.2. The Contractor shall establish and/or maintain records of employees to facilitate the measurement of 
individual progress, and for preparation of performance reports and to assure that the Contractor’s or 
Kilgore College employees are working in the best interest of Kilgore College. 

11.1.3. The Contractor shall supervise all maintenance skilled employees as shown in the Contractor’s 
proposed plant operations and maintenance organization plan. 

11.1.4. Contractor shall follow Industry Standard Operational Procedures: 
11.2. Objectives -The Contractor shall design and implement, with the concurrence of Kilgore College's Facilities 

Department Standard Operational Procedures. These procedures shall be to, but not limited to, coordinate 
efforts, skills, and other designated resources through the establishment of clearly defined objectives. The 
primary objectives shall include a functional, safe environment, and the ability to provide the designated levels 
of plan environment and maintenance. 
11.2.1. Management Systems - The Contractor shall provide clearly defined routines, record requirements, 

reports, tests and inspections, plant operating instructions and administrative procedures essential to 
the designated levels of plant operations and maintenance. 

11.2.2. Research - The Contractor shall provide the research necessary to design and implement the respective 
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plant operations and maintenance levels and programs. 
11.2.3. Direction The Contractor shall develop and maintain a Departmental Maintenance Procedures Manual 

containing instructions on how each scheduled preventive maintenance task should be performed. All 
preventive maintenance tasks should be logged into a Centralized Computer Management System 
(CMMS). Preventive routine tasks shall be generated by the CMMS on a weekly basis and submitted 
to the Facilities Director. 

11.2.4. Scheduling - The Contractor shall control scheduling the interval of preventive maintenance and task 
function to be performed by both calendar periods and operating hours as applicable to each piece of 
equipment. The Contractor is to supply written procedures for each piece of equipment based on 
equipment manuals. 

11.2.5. Inventory/Tools - The contractor shall have inventory in stock for each building for general repairs. 
Contractor shall not wait until repair is required and procurement of materials thereafter. The 
Contractor shall provide tools to employees for general repairs and trade specific repairs. 

11.2.6. Boiler operation permits- The contractor shall ensure that each HVAC and central Plant operator 
adhere to the City of Kilgore Uniform Mechanical Code regulations and any other state or federal 
regulation that may apply on Boiler Operator Licensing and annual boiler operation inspection. Annual 
Boiler fee will be the responsibility of the Contractor. 

11.2.7. The contractor shall adhere to all OSHA safety standards for labor, as well as storage of hazardous 
materials. 

11.2.8. Contractor shall post all permits associated with any equipment or system in accordance with state, 
city, and federal codes/regulations. 

11.3. Professional Management 
11.3.1. The Contractor's plant operations and maintenance resources of the contractor shall be applied to serve 

the plant operations and maintenance management needs of Kilgore College. The Contractor shall 
seek to enhance departmental coordination and cooperation as it related to plant operations and 
maintenance. 

11.3.2. The Contractor shall provide professionally qualified resident and resource management for the 
performance of plant operations and maintenance administrative engineering functions as defined by 
the Association of Physical Plant Administrators (APPA). 

11.3.3. The Contractor shall make initial and continuing recommendations for the plant operations, 
maintenance and organization structure, procedures implementation and resource application. The 
recommendations are to be acted upon only with the concurrence and approval of the Facilities 
Director. 

11.3.4. The Contractor shall provide the leadership necessary for the effective coordination of plant operation 
and maintenance efforts and skills for proper operation of equipment. 

11.3.5. The Contractor shall be required to serve the entire System, which includes all campus locations. 
11.4. Personnel Selection and Development 

11.4.1. The Contractor and Kilgore College recognizes that the most important element of a successful plant 
operation and maintenance program is staff or employees hired. The Contractor shall maintain a staff 
of capable employees thoroughly trained and qualified in the work assigned to them. 

11.4.2. The Contractor's personnel policies shall be consistent with the state, city and federal laws. 
11.4.3. The Contractor shall consult with Kilgore College as to the selection of the RM. In addition, the 

Contractor shall submit on a monthly basis an organization chart with the prospective employees that 
shall be employed at Kilgore College to include the following: 
11.4.3.1. Name 
11.4.3.2. Craft type 
11.4.3.3. Wage rates/Ranges 
11.4.3.4. Certification (Apprentice, Journeyman, Master Electrician, etc.) 
11.4.3.5. Years of experience 

11.5. Employees – all employees will be on the Contractors or subcontractors payroll. 
11.6. Criminal Background Checks - the Contractor(s) shall perform a criminal background check on each 

employee who services Kilgore College and has reason to visit any Kilgore College campus or facility. 
Criminal background checks must be performed on an annual basis and all information regarding the criminal 
background check must be maintained by the contractor and made available to Kilgore College upon request 
of the Facilities Director who may share information with Kilgore College HR Director and KCPD. 

11.7. Direction - the Contractor shall encourage employee self-development by establishing clearly defined objectives 
and uniformity of efforts. There shall be a current, written organizational plan, approved by Kilgore College, 
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for coordination within the department and with other departments. Job descriptions, organizational diagrams, 
lines of communication and standing orders shall be provided to contribute to employee understanding and 
teamwork. 

11.8. Benefits Package - the Contractor shall submit its benefits package, including but not limited to, Holiday 
Schedule, Vacation and Sick Leave policies to the Facilities Director. 

11.9. Training - the Contractor shall provide Kilgore College a plan necessary for (or to promote) personal and 
occupational growth to contracted employees. The program shall include the determination of employee 
qualifications and experience, on-the-job training, educational counseling. A series of self-study courses shall 
be made available to the employees. The Contractor must have a company-wide, in-place comprehensive 
technical training program to include formal skill level upgrade training, recurring training, refresher training 
and remedial training. The training program must include formal training courses and on-the-job training. 

11.10. Identification - all employees must be readily identifiable to the Kilgore College community by uniform and 
other easily identifiable insignia. Identification badge must be visible. 

11.11. Demeanor - employees are expected to be the ambassadors of Kilgore College and should be customer focused. 
11.12. Experience - the Contractor must have experience in the provision of on-site management and operations for 

maintenance. 
11.13. Employee Replacement 

11.13.1. The Contractor must have a substitute readily available from a pool of qualified staff in the event the 
Contractor's employee is absent. This substitute would perform the normal duties of the absentee. 

11.13.2. Project Management assignment must be approved by College Facilities Director and any replacement 
personnel must meet the same rigorous standards and certification requirements as contained in the 
Personnel Selection and Development section of this RFP. 

11.14. Total Quality Management (TQM) - the Contractor must have a company-wide TQM program that includes 
training and participation of all its employees. 

11.15. Safety Program 
11.15.1. The Contractor and subcontractor shall have a company safety program that addresses the hazards 

associated with the scope of services requested. The Contractor hired must maintain compliance at all 
times with all local, state and federal laws and/or regulations with regard to use, storage and disposal 
of the chemicals or other hazardous materials used during their services performed at a Kilgore 
College location. 

11.15.2. All Contractors and its Subcontractor(s)/Supplier(s) are required, under the Texas Hazard 
Communication Act to provide Safety Data Sheets (SDS) for all chemicals used or stored on Kilgore 
College facilities to the Facilities Director and upon request. 

11.15.3. Chemicals and/or other materials left behind by any vendor after services are completed will be 
required to be removed and disposed of by the Contractor. Kilgore College is not responsible for the 
disposal of waste materials left on Kilgore College properties by any contracted vendors. 

11.16. Technical Library - the Contractor shall maintain a technical library consisting of all applicable records such as 
"as built'' drawings, equipment Operating & Maintenance (O&M) manuals, manufacturers spare parts lists and 
warranty certificates. Kilgore College Facilities shall retain all O&M manuals, drawings and other relevant data. 

11.17. Warranty Administration - the Contractor shall administer and coordinate all warranties provided by 
construction contractors and equipment suppliers. The Contractor shall perform all work such that all 
warranties are maintained in full force and effect. The Contractor shall first check the equipment for problems 
before calling the warranty contractor. 

11.18. Employee Turnover 
11.18.1. The Contractor must keep an active pool of employee and subcontractor contacts. In the event of 

resignation of an employee or subcontractor, the Facilities Director must be notified immediately. An 
acceptable replacement must be on board by the end of a one-week period. Monthly FTEs list update 
will be provided to the Facilities Director. 

11.18.2. If a suitable replacement is not replaced within seven (7) days, the Contractor will credit the wages 
of the terminated employee or subcontractor cost back to Kilgore College until a replacement is 
identified and accepted by Kilgore College. 

11.19. Service Requests - student and employee comfort and satisfaction are of paramount importance. Any student or 
employee calls requesting service or registering a complaint must be responded to in person and, if possible, 
resolved within two (2) hours of initial receipt of call. Any second call for services/complaint shall be elevated 
to the Residence Manager (RM) or General Manager (GM). Failure to satisfy a complaint that has been brought 
to the attention of the appropriate Kilgore College administrator will be discussed with the Contractor and could 
be considered failure to meet the requirements of this contract. 
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11.20. Computerized Maintenance Management System 
11.20.1. The Contractor shall develop, implement and maintain effective programs for the standardization of 

maintenance, utilizing Kilgore College's computerized maintenance management system. All 
information contained in the computer system and files is the property of Kilgore College. 

11.20.2. The Contractor shall establish and maintain the computerized work order system that will serve as a 
mechanism for other departments requesting work and will serve as a means of instruction of work to 
be done. The system will, but not limited to, record the cost and completion date or each work order 
by room, building, campus and college. All work orders shall be distributed, completed and closed 
out by the Contractor. 

11.21. Historical corrective maintenance on equipment shall be documented in the CMMS. All files and related 
electronic hardcopy information shall be the property of Kilgore College. 
11.21.1. CMMS shall be utilized for, but not limited to: 

11.21.1.1. Work Order Management 
11.21.1.2. Preventive Maintenance Management 
11.21.1.3. Labor Management 
11.21.1.4. Workflow Management 
11.21.1.5. Materials Management 
11.21.1.6. Asset and Equipment Management 
11.21.1.7. Purchasing and Accounts Payable 
11.21.1.8. Automating Work Orders 
11.21.1.9. Controlling Parts Inventories Tracking Assets 
11.21.1.10. Creating Purchase Orders 
12.21.1.11. Easily Accessing Needed Reports 
12.21.1.12. Estimate Creation, Routing and Approvals Project Management 
12.21.1.13. Assessments for Current Buildings, Components and Assets 
12.21.1.14. Deferred Maintenance Identification/tracking 
12.21.1.15. Classification of Ratings and Priorities 
12.21.1.16. Collection of Cost Estimates 
12.21.1.17. FCI Calculations 

11.21.2. Training - Awardee shall provide, as needed, on-site training to Kilgore College Facility staff on the 
functions of the software. 

11.21.3. Set-up and Implementation - Awardee shall assume the responsibility for CMMS set up and 
implementation. 

11.21.4. Updates - Proposers shall provide information on software updates with proposals. How often updates 
are generally provided and any additional costs for the updates. 

11.22. Service Desk- campus service center: The Contractor shall provide a service desk to receive all calls including, 
but not limited to, complaints, and repair and service requests. 
11.22.1. The Contractor's dispatcher will create work orders on the CMMS for all calls and forward the work 

orders to the Maintenance Supervisor at each individual campus for the appropriate response. 
Priority must be set for each order. 

11.23. Clarification of Maintenance Terminology: 
11.23.1. Maintenance - The recurring day-to-day, periodic or scheduled work requirement to preserve or 

restore a facility or equipment to such a condition that it may be effectively utilized for its designated 
purpose. 

11.23.2. Plant Operations - The process of carrying out the necessary procedures, including manual control, 
attendance and supervision, to affect the performance of the design function of a facility or equipment. 

11.24. Requisition Maintenance - Maintenance actions, not part of normal plan operations and/or maintenance, shall 
include special construction projects, modernization, alterations and facilities improvements. Kilgore College 
Facilities Director must approve all such orders in advance. Projects will be subject to the job order contracting 
process. Documents shall be submitted as a Task of Work (TOW). 
11.24.1. Project-external - Certain major repairs and special maintenance may be performed by other external 

Contractors. The maintenance contractor shall cooperate fully with Kilgore College and its external 
contractor(s) in such situations. The successful contractor may be required by Kilgore College to: 
11.24.1.1. Assist in planning the desired work. 
11.24.1.2. Prepare procurement specifications as desired by Kilgore College. 
11.24.1.3. Supervise entirely or assist in the supervisory of the external Contractor(s). 
11.24.1.4. Work cooperatively with other external Contractor(s) as directed by Kilgore College 
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Facilities Director. 
11.24.1.5. Coordinate operations activities under its supervision with any projects undertaken by 

the outside Contractor(s). 
11.24.2. Note: There will be no additional cost in the assistance of above requirements by the maintenance 

engineering service contractor. The cost of Kilgore College Facilities projects to be completed by 
other external Contractor(s) shall be the responsibility of Kilgore College and shall not be considered 
part of this contract between Kilgore College and the Contractor hired for Maintenance Engineering 
Service. 

11.25. Repair and Maintenance of Equipment Repair maintenance include all repair, replacement and adjustment of 
equipment in response to conditions discovered during performance of preventive maintenance, equipment 
breakdown/improper operation, or employee complaint. Except in response to employee complaints or safety 
requirements, repair work orders shall be scheduled for completion depending on priority, availability or parts, 
workload and convenience of occupants. Priority shall be set as Emergency (All Life Safety), all items that 
may cause damage to property. 
11.25.1. Repair maintenance involving safety considerations or possible damage to property shall be responded 

to immediately. 
11.25.2. Repair maintenance involving the use of a facility shall be responded to immediately. 

11.26. Financial and Materials Management 
11.26.1. Objectives - The Contractor shall fulfill operations and maintenance management responsibilities with 

a strong and continued attention to fiscal responsibilities. The objectives of the financial and materials 
management program are, but not limited to: 
11.26.1.1. To strive for increased effectiveness at less costs through improved management and 

engineering practices. 
11.26.1.2. To disseminate written instructions necessary to the fiscal management of operations, 

maintenance, equipment and supplies. 
11.26.1.3. To comply with established fiscal control systems and directives. 
11.26.1.4. To budget appropriate cost annually, the Contractor shall prepare plant operations and 

maintenance financial and statistical data to assist Kilgore College in preparation of its 
budgets. The Contractor shall monitor expenditures as designated by Kilgore College 
Facilities in accordance with Texas/Federal law. The Contractor will prepare and 
submit a monthly detailed expenditure and budget report. 

11.26.1.5. To cost allocate, the Contractor will configure the CMMS work order system to 
properly allocate expenditures to designated cost centers. 

11.26.1.6. To purchase appropriate material and equipment in a timely manner to ensure cost 
savings and competitive bidding as necessary, the Contractor shall provide written 
policies and instructions based on Kilgore College Facilities requirements governing the 
purchase of plant operations and maintenance materials, supplies, equipment and 
utilities. 

11.26.1.7. To provide a written tool policy. 
11.26.2. Receipt, Storage and Issue of Materials - The Contractor shall provide procedures, in accordance with 

Kilgore College directives and guidance, necessary to the implementation of programs for the proper 
inspection, charges, storage, inventory, security and issue of plan operations and maintenance supplies 
and equipment. 

11.26.3. Regulatory Requirement - The Contractor shall implement programs to ensure that Kilgore College 
Facilities comply with local, state, federal and other regulatory agencies, as they apply, but not limited 
to, the regulations, codes, inspections, operation and maintenance of the system. 

11.26.4. Technical Support - The Contractor shall provide at its own expense professional services and 
technical resources in support of its field management to: 
11.26.4.1. Perform research in determination of Kilgore College Facilities plant operations and 

maintenance management needs, resources, utilization, programs, procedures and 
systems. 

11.26.4.2. Implement technical support programs for system implementations, training, control 
inspection and consultant services relating to System plant operations and maintenance 
management. 
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11.26.4.3. Consult and make recommendations concerning the plant operations and maintenance 
aspects of Facility Maintenance service proposals. 

11.26.4.4. Provide program to follow progress of major modernization and new construction 
projects. 

11.26.5. Building Alterations- 
11.26.5.1. The Contractor shall provide consultation for minor rearrangement of Kilgore College 

spaces, equipment and furniture as needed. 
11.26.5.2. The Contractor shall consult the Facilities Director in the planning of major structural 

alternations, including, but not limited to, supply estimations, etc., as requested by 
Kilgore College facilities as needed. 

11.26.6. Projects – Internal - The Contractor personnel shall supervise minor building alterations in accordance 
with Designs originated by others and approved by the College Facilities Director. The Contractor shall 
make installations, fabrications, alterations and special projects in accordance with the resources of 
staff, finances, material, time and space allotted to the plant operations and maintenance organization 
and as authorized by the Facilities Director. 
11.26.6.1. All alteration, modification and addition to buildings, major systems, sub-systems 

major equipment and ground items of significance shall be approved in advance, in 
writing by Facilities Director. 

11.26.6.2. Facilities Director must approve all requisitions requiring the expenditure of funds in 
advance, in writing and are not included in the Contractor's contract. 

11.26.7. Projects – External - Certain major repairs and special maintenance may, be performed by other 
external contractors. The Contractor shall cooperate fully with Kilgore College and its external 
Contractor(s) in such situations. The Facilities Director may contract with the Contractor for such 
services by utilizing Kilgore College Procurement Services or job order contracting process. The 
successful proposer may be required by the System to: 
11.26.7.1. Assist in planning the desired work. 
11.26.7.2. Prepare procurement specifications as desired by Kilgore College. 
11.26.7.3. Supervise entirely or assist in the supervision of the external Contractor(s). 
11.26.7.4. Work cooperatively with the other external Contractor(s) as directed by Kilgore 

College’s Facilities Director. 
11.26.7.5. Coordinate operations activities under its supervision with any projects undertaken by 

the outside Contractor(s). The cost of Kilgore College facilities projects to be completed 
by other external Contractor(s) shall be the responsibility of Kilgore College and 

11.26.7.6. Shall not be considered part of this contract between Kilgore College and the Contractor 
hired for facility maintenance services. 

11.26.8. Functional Safety and Sanitation 
11.26.8.1. The Contractor shall assist in the collection of available documentary evidence of 

structural safety and building safety compliance (such as Statement of Construction and 
Fire Protection) as needed for accreditation requirements. 

11.26.8.2. The Contractor shall maintain on file documents and certification of the Physical Plant's 
compliance with the requirement of applicable local, state and federal codes, laws and 
regulations. 

11.26.8.3. The Contractor shall make recommendations to Administration to facilitate compliance 
with applicable uniform building codes, uniform fire codes, state and/or federal 
Occupational Health and safety Codes, and Life Safety Codes. 

11.26.8.4. The Contractor shall maintain good safety practices within the maintenance facility 
areas and keep equipment, spaces and shops in a tidy condition and participate in the 
System's safety programs. 

11.26.9. Quality Assurance / Quality Control of Service - The following quality performance review will be 
initiated to insure a high standard of service for the College: 
11.26.9.1. The Contractor’s RM/GM will make weekly inspections. The Contractor and Facilities 
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Director will make bi-weekly inspections. Deficiencies must be corrected prior to the 
next regular session. 

11.26.9.2. Daily activities shall be maintained in the CMMS and be available for review by 
Kilgore College within 24-hours. Preventive maintenance schedules with notation of 
performance shall be maintained for management control, inspection and Kilgore 
College’s review. 

11.26.9.3. Corrective maintenance requisition actions shall be tabulated by category and included 
in the monthly report. 

11.26.9.4. Monthly summary of plant operations and maintenance functions, accomplishments 
and objectives shall be prepared and presented for comments, additions and 
concurrence of Kilgore College Facilities and included in the monthly report. 

11.26.9.5. The Contractor shall meet as requested with the contract administrator to discuss the 
contract. 

11.26.9.6. The Contractor's manager must carry portable communications equipment for 
communication with Facilities Director. There will be a 24-hour a day cell phone 
available to reach the Contract manager and RM. 

11.26.9.7. A Contractor's employee satisfaction measure will be designed. Kilgore College shall 
receive a report of the employee satisfaction yearly. This report will also include all 
training and licenses accomplished or received for the past year. 

11.26.10. Environmental Laws 
11.26.10.1. Contractor shall comply with all rules, regulations, statutes or orders of, but not limited 

to, the Environmental Protection Agency ("EPA"), the Texas Commission on 
Environmental Quality (''TCEQ"), and any other local, state or federal governmental 
agency with the authority to promulgate environmental laws and regulations. 

11.26.10.2. Contractor shall promptly reimburse Kilgore College for any fines or penalties levied 
against the City because of the Contractor's failure to comply. 

11.26.10.3. Contractors and their employees who used chemicals during the performance of their 
jobs must have completed Hazard Communication training in compliance with the 
Texas Hazard Communication Act. The Texas Health and Safety Code. 

11.26.10.4. Contractors must supply Kilgore College with a copy of the Safety Data Sheet (SDS) 
for all chemicals brought onto Kilgore College properties and must dispose of all 
chemicals supplied by the Contractor after use at the Contractor's expense. 

11.26.11. Hazardous Materials 
11.26.11.1. The Contractor shall not possess, use, generate, release, discharge, store, dispose of or 

transport any Hazardous Materials on, under, in, above, to, or from the site except in 
strict compliance with any and all local, state and federal environmental laws or 
regulations. 

11.26.11.2. In the event of Hazardous Materials generated by the Contractor or Subcontractor, the 
Contractor or Subcontractor is responsible to pay for the proper disposal of Hazardous 
Materials. "Hazardous Materials" means any substances, materials, or wastes that are 
or become regulated as hazardous or toxic substances under any applicable federal, 
state, or local laws, regulations, ordinances or orders. 

11.26.11.3. The Contractor shall not deposit paint, oil, gasoline, grease, lubricants or any ignitable 
or hazardous liquids, materials, or substances in the City's storm sewer system or 
sanitary sewer system or elsewhere on Kilgore College property in violation of any 
local, state or federal environmental laws or regulations. 

11.26.11.4. It is the responsibility of the Contractor and Subcontractor to remove any materials, 
solvents, or substances from Kilgore College after a maintenance project is complete. 

11.26.12. Maintenance Audit 
11.26.12.1. The Facilities Director may conduct a maintenance audit, either alone or accompanied 

by the Contractor, or may request that the Contractor conduct a maintenance audit, or 
may select a qualified third party to perform a maintenance audit. Such an audit shall 
include, but not limited to, inspection of the premises, equipment, inventory, records, 
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logs, and work performance at each facility. The audit shall be conducted without prior 
notice to the Contractor. The audit results shall be provided to the Contractor. 

11.26.12.2. The Contractor shall correct any discrepancies identified and covered under the terms 
of this agreement within five (5) working days after the audit results are provided to the 
Contractor. 

11.26.12.3. The Contractor shall provide Facilities Director a written explanation for each 
discrepancy and corrective action taken within ten (10) days after the audit results are 
provided to the Contractor. Further, the contractor shall provide the Director of FE/M 
with an inspection and maintenance plan to prevent future occurrences of any problems 
identified in the audit. The Director of FE/M may use the results of the audit to terminate 
this Agreement, regardless of any corrective action taken by the Contractor. 
 

12. ADDITONAL SERVICES 
12.1. Fire system component repair due to renovation, code changes, or current yellow. Contractor has the burden 

to prove this condition 
12.2. Building Operations such as unlocking of doors, events preparation, and all other tasks not directly 

related to facilities maintenance 
12.3. Furniture and educational materials moving 
12.4. Large package delivery  
12.5. Pressure washing and, where necessary to prevent damage, “soft” washing of exterior buildings, sidewalks 

and other hard surfaces on a routine basis, up to 3 stories in height.  
12.6. Repair of door locking hardware, latches, pad locks, etc. 
12.7. Structural repair and associated damages 
12.8. Repair/Replacement of items or equipment damaged by vandalism, acts of God, or other circumstances that 

result in failure that is beyond Contractor's control 
12.9. General maintenance 

12.9.1. Paint 
12.9.2. Wall repair 
12.9.3. Ceiling tile replacement 
12.9.4. Carpet repair 
12.9.5. Finish material maintenance 
12.9.6. Manual doors/hardware 
12.9.7. Tile repair 
12.9.8. Parking lot repair 
12.9.9. Wheel stop maintenance 
12.9.10. Window repair 
12.9.11. Roofing maintenance 

12.10. Above is an overview of the full comprehensive requirements of the required responsibilities and duties of 
the contractor. This contract is intended to be full maintenance services for Kilgore College to maintain and 
operate the equipment within the Kilgore College portfolio in an effective and efficient manner and so there 
shall be no disruption of normal day-to-day activities of the college. The contractor is responsible for all 
building components and systems necessary to operate a facility functionally and safely within all guidelines 
of city, state, and federal code to APPA standard three (3) guidelines. This includes the mechanical 
functionality of the overall portfolio and associated components of listed facilities. 

 
13. EXCLUSIONS 

13.1. Repair of classroom equipment/technology used for teaching purposes 
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ATTACHMENT 4 
Statement of Work 
Custodial Services 

GENERAL DESCRIPTON OF SERVICES:  
 

A. Provide the necessary custodial staff with required supervision, hand and powered cleaning equipment, and 
various cleaning supplies to a minimum of APPA Staffing Level 2, and satisfactorily perform services detailed 
in these specifications. 

 
B. Personnel must be properly trained before being assigned to Kilgore College (KC) in a role identified in your 

staffing plan. Custodial training must be an on-going process to include the following: 
1. Chemicals and disinfection. 
2. Containers and labeling. 
3. Right-to-Know 

a. OSHA Hazard Communication Standard 
b. State Right-to-Know Laws 
c. Safety Data Sheets (SDS) 

4. Bloodborne Pathogens 
5. Asbestos Awareness 
6. Mold and Mildew Awareness 
7. College sustainability and recycling practices 

C. Custodial services are required for a total of approximately 1,000,000 square feet of floor coverage College- 
wide. The major portions of the buildings are comprised of student centers, consisting of libraries, cafeterias 
and cafeteria eating areas, classrooms, central restroom facilities, laboratories, area workshops, gym locker 
rooms, residential dorms, auditoriums, breakrooms, museums, fitness center, faculty offices, and administrative 
offices. 

 
D. Work hours vary somewhat depending upon the type of activity within the specific building and the frequency 

of deep cleaning tasks. Operating hours are subject to change. The vendor and College will develop a mutually 
agreed upon operation schedule for each campus/site. 

E. The contractor shall comply with and keep abreast with all federal, state, and local regulations. 
 

1. STAFF ASSIGNMENT AND MEASURED PERFORMANCE 

A. Contractors submitting proposals for this work must specify the number and type of employees, including 
supervisory and management personnel, to be assigned for each location. This information must include the 
number of work hours per day and per week for each employee including supervisory personnel. Provide 
staffing charts, including position, title, description of position, level of training, times scheduled to work, wage 
rates and benefits. It must be understood that the estimated staffing requirements set by the Contractor at the 
time of proposal submissions do not relieve the Contractor of the responsibility to supplement staff whenever 
required to meet custodial standards outlined in the contract specifications. Provide task schedule outlining 
each task, frequency, assigned position, and allotted time. 

B. Daily Staffing levels will be monitored by the College with monthly staff log. The log location and access will 
be coordinated with the College Facilities Director. In order to determine that superior customer service is 
being provided to the College a method to assess customer service shall be agreed upon by the College and 
vendor. The vendor and College will meet on a regularly scheduled basis for the purpose of developing and 
improving the custodial services and policies. A written report will be provided to the College by the vendor 
summarizing tasks completed, internal audit results and ideas for improvement. 

 
2. HOURS OF OPERATION 

A. HOURS OF PUBLIC USE 
 

Kilgore College operates Monday through Friday, from 7:45 a.m. though 9:00 p.m. Saturday and Sunday activities 
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may be scheduled between 8:00 a.m. and 4:00 p.m. with minimal activities beyond those times; we will attempt to 
give a two-week advance notice to the Contractor to cover these needs. Operating hours are subject to change. The 
vendor and College will develop a mutually agreed upon operation schedule for each campus/site. 

 
NOTES: 
1. The Contractor shall schedule and arrange the work so as not to interfere with operational functions of the 

College. At times, some building areas will require work after normal hours by the Contractor (weekends also) 
to ensure that all areas are presentable during scheduled use periods. 

2. Custodial personnel assigned to perform work will be required to log in as designated. 
3. Semi-Annual floor work is to be scheduled as to not disrupt operational functions and shall indicate date 

service will occur and crew assigned to allow coordination with campus supervisor and verification of services. 
4. Custodial personnel shall be required to wear a distinctive colored shirt with company emblem along with a 

photo ID at all times present on any college property. 
 

3. SPECIALIZED DAY PORTER CUSTODIAL DUTIES REQUIRED DURING OPERATING HOURS 
INCLUDE: 

1. Responding to emergencies. 
2. Monitoring restrooms every 2 hours and restocking paper and soap dispensers as necessary – cleaning if 

necessary. 
3. Cleaning heavily used whiteboards. 
4. Means of communication with primary contract contact. 
5. Ensuring that student lounge areas are well monitored and in sanitary condition. 
6. Inspecting and maintaining entire facility so it is presentable with an acceptable level of cleanliness with floors 

meeting standard level of appearance, paper goods properly stocked and not trash containers overflowing. 
7. During inclement weather, ensuring that entrances are mopped frequently to prevent soil and moisture deposits 

over high traffic areas. 
8. Monitoring of Lactation Rooms daily or as needed and restocking paper and soap dispensers as necessary – 

cleaning if necessary. 
 

4. EXTRA SERVICES OUTSIDE OF CONTRACT 

The College will have a need for additional services for special events, special requests, and other services (i.e. 
disaster recovery carpet extraction, additional furniture cleaning, public event custodial services) outside of the 
requirements of this proposal. We understand these will be an additional charge and will expect the prices to be as 
per contract. 

5. A. DEFINITOIN OF OPERATIONS 

CLEANING: 
To keep free from dirt or impurities, removing stains, either by hand or with tools on items such as urinals, water 
closets, sinks, drinking fountains, light fixtures, mirrors, etc. 

 
BUFFING: 
To clean or shine with a floor machine surfaces such as resilient tiles, terrazzo, wood, slates, etc. Maintain a roster 
showing names, dates and rooms that were completed to allow verification of services. 

SURFACE WIPING: 
To remove surface dust, classroom erasable marker residue, or dirt from furniture, files, sills, blinds, telephones, 
vents, grills, lighting fixtures 9 feet or below, tables, and desks. Wipe only surfaces that are free of personal items 
and papers. 

 
EMPTYING: 
To remove accumulation of trash or residue from waste containers, ashtrays, receptacles, etc., and deposit in 
designated containers 
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MOPPING – DAMP AND WET: 
To wash, wipe and remove dirt and stains from floor that cannot be removed by sweeping or vacuuming. To leave 
clean with no standing water. 

 
POLISHING: 
To smooth and brighten by rubbing with polishing cloth using proper pastes, etc. as surfaces may require, such as 
brass, furniture, counters, mirrors, etc. 

 
REFILL: 
To replace the contents of a container such as soap, toilet tissue, towel dispensers, hand sanitizers, room deodorizers, 
etc. The college will accept no less than the quality of the existing soap, toilet tissue, paper towels and hand 
sanitizers. 

STRIPPING: 
This is a colloquial term for removing the built-up waxes, seals and other floor dressings, from the original natural 
surface before applying a fresh coat of protective cover to surfaces such as resilient tile, wood, terrazzo, etc. 

 
SWEEPING: 
To remove or clear away dirt or debris with a broom or brush. Normally all horizontal surfaces subject to foot or 
wheeled usage. 

 
VACUUM: 
Vacuums with HEPA filters are required. To clean with a vacuum cleaner. Regular emptying of collector device is 
important and proper setting of height above surface will improve effectiveness. 

WASHING: 
The act or process of making thoroughly clean by moistening, wetting, scrubbing, rinsing, with water plus proper 
quantities of soap, detergents, and disinfectants as furnished for various objects and equipment. 

 
WAXING: 
To cover or treat with liquid wax or other floor finish in proper quantities over properly prepared surfaces to protect 
and beautify the finish to an even high gloss shine. Any evidence of splashing must be removed from baseboards 
and furniture/fixtures/doors. 

 
WICKING: 
This is a trade term to describe the process of sweeping, dusting and cleaning floor surfaces with a treated yarn mop. 

B. WORK STANDARDS 

BUILDING ENTRANCES: 
All building entrances interior and exterior should appear neat, clean, and free from litter, debris, and other types of 
soilage at all times. Matting should be clean and safe for traffic at all times. 

 
ENTRANCE MATS: 
All matting should be supplied by contractor and should be free from sand, dirt, moisture, and other types of soilage. 
If mats have Kilgore College logo, the logo must be approved by the College and be College affiliated. For safety 
and appearance, worn matting should be replaced as soon as it shows signs of deterioration. Currently, branded mats 
are supplied and maintained by a separate third party vendor on the Rangerette Gym, The East Texas Oil Museum, 
Dodson Auditorium, and the KCExcel Fitness Center. 

 
HALLWAYS – VINYL TILED FLOORS: 
All halls should be free of trash and dirt. Corners and edges should be clean without visible build-up of dirt or old 
floor finish. All entrance mats must be free of trash and dirt underneath. Halls should shine with no hint of streaks 
or dust film. 
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OTHER HARD SURFACED FLOORS: 
Hard surfaced hallways should be clean, free from sand or dirt and other types of soilage. Surfaces should be 
polished and shiny at all times. Care should be taken to ensure that procedures for specialty floors (cheer room, 
dance studio, fitness center, pickleball courts, etc.) are observed. 
 
CARPETED HALLWAYS: 
Carpeting should be clean, static free, and free from litter, debris and other types of soilage. 

 
STAIRWAYS: 
All interior stairways and landings should be neat, safe, clean, and free from litter, debris, and other forms of 
accumulated soilage at all times. There should be no traces of spills, stains, gum or sticky accumulations on 
stairways or railings. 

 
COMMON AREAS: 
Common areas should be policed periodically throughout the day to ensure a neat, clean, well-organized area, free 
from accumulated litter and soilage. There should be no trace of spills, gum accumulations, stains, and other types 
of soilage. Hard floor surfaces should be polished and shiny. Carpeted areas should be clean and free from stains 
and other types of soilage. 

 
CONCESSION AND VENDING MACHINE AREAS: 
Area should be neat, clean, and free from accumulated litter and soilage at all times, there should be no trace of 
spills, ground-in food, or other types of soilage. Floors should be shiny and polished. Carpeted areas should be free 
from stains and accumulated soilage. 

 
ELEVATORS: 
Area should be neat, clean, and free from accumulated litter and soilage at all times. There should be no trace of 
spills, ground-in food, or other types of soilage. Floors should be shiny and polished. Carpeted areas should be free 
from stains and accumulated soilage. 

 
RESTROOMS: 
All restrooms should be neat, clean, odor free and free from litter and soilage. All surfaces should be clean and free 
from bacterial contamination. 

 
CLASSROOMS: 
All classrooms should appear neat, clean and free from accumulated litter and soilage at all times. There should be 
no trace of spills or other types of soilage. Hard floor surfaces should be shiny and polished. Carpeted areas should 
be free from stains and accumulated soilage. Whiteboards and trays should be clean and free from writing and dust. 
Movable chairs and seating should be neatly aligned to their original position or set up for coming events in the 
configuration desired. 

 
LABORATORIES: 
All laboratories should appear neat, clean and free from accumulated litter and soilage at all times. There should be 
no trace of spills or other types of soilage. Hard floor surfaces should be shiny and polished. Carpeted areas should 
be free from stains and accumulated soilage. Whiteboards and trays should be clean and free from writing and dust. 
Movable chairs and seating should be neatly aligned to their original position. 

 
LIBRARY AND CONFERENCE ROOMS: 
All areas should appear neat, clean, well organized and free from accumulated litter and soilage at all times. There 
should be no trace of spills or other types of soilage. Hard floor surfaces should be shiny and polished. Carpeted 
areas should be free from stains and accumulated soilage. Whiteboards and trays should be clean and free from 
writing and dust. Movable chairs and seating should be neatly aligned to their original position. 

 
CUSTODIAL AREAS: 
All areas should appear neat, clean and well-organized at all times. The degree of cleanliness and orderliness should 
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be the same as in any other area of the facility. 
 

CUSTODIAL WET CLOSETS: 
All slop sink closets should appear neat, clean and well organized at all times. Areas should be free from litter, 
debris and clutter. The degree of cleanliness and orderliness should be the same as in any other area of the facility. 

 
CUSTODIAL AND GENERAL STORAGE: 
All storage areas should appear neat, clean and well organized at all times. Areas should be free from litter, debris 
and clutter. The degree of cleanliness and orderliness should be the same as in any other area of the facility. Safety 
Data Sheets for all chemicals in use must be available. 

 
LUNCH AND BREAK ROOMS: 
All storage areas should appear neat, clean and well organized at all times. There should be no trace of spills or 
other types of soilage. Floor surfaces should be shiny and polished. Carpeted areas should be free from spills and 
accumulated soilage. Eating surfaces should be sanitized. 

 
AUDITORIUMS: 
Auditoriums should appear neat, clean and well organized at all times. There should be no trace of spills or other 
types of soilage. These areas should be ready for use and activity at any time. All carpeted areas and upholstered 
furniture should be free from soilage, spills and other debris. Hard floor surfaces should be clean, shiny and polished 
based on surface type. 

 
SHOWER ROOMS: 
All shower facilities should appear neat, clean and free from litter and soilage. All surfaces should be clean and 
sanitized. 

OFFICES: 
Offices areas should appear neat, clean, and free from accumulated litter and soilage. 

 
6. FREQUENCY OF OPERATIONS 

The Contractor is required to perform the following frequency of operations to meet the College cleaning standards 
with a minimum of APPA Staffing Level 2. 

  



67  

GYMNASIUM 
TASK LIST 

 
Clean/disinfect handrails, urinals, toilet bowls, 
wash bowls D 

Empty waste/recycling receptacles, replace liners D 
Clean mirrors, stadium benches, seating, handrails D 

Restock soap and toilet paper, hand towels D 
Sweep/dust-mop floors/stadium seating area D 
Dust-mop wood floor with pretreated dust-mops D 

Remove black marks on wood floor D 

Damp-mop gym floor D 

Damp-mop gym floor to remove large spills during 
basketball season D 

Keep stadium seating area free of liter and spills 
cleaned up D 

Wet-mop and scrub floors W 

Clean partitions and doors W 

Spot-clean walls and doors W 

Dust open, flat surfaces W 

Clean trash containers M 

Vacuum supply and return vents M 
 
 
 

Frequency Codes: 

D – Daily 
Q – Quarterly 
A/D – Alternate days 
S/A - Semiannually 
W – Weekly 
A – Annually 
M - Monthly 
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GYNASIUM NOTES 

Daily Maintenance: Start by treating dust mops the night before using recommended cleaners (example: Super Hi- 
Tone). The treated dust mop should not be used until the next day. Use treated dust mop as much as possible on a daily 
basis. It is recommended that dust mopping take place after gym classes, events, etc. 

 
For spot damp mopping use recommended cleaners (example: Super Shine All). Use where there might be a spill or 
slick area from body oils on the floor. 

Weekly Maintenance: Use automatic scrubber with recommended cleaners (example Super Shine All). Use white pads 
on machine. 

 
If some shoe marks do not come off, use Ready-to-Use Citrus scrub or recommended product and spray on areas, let sit 
and hit with white pads. Make sure you rinse with a damp mop after this procedure. 

 
**CAUTION  Do NOT bring buckets of water on Gym floor. In addition, custodians must thoroughly wring out mop 
before damp mopping Gym floor. 
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ENTRANCEWAY 
FREQUENCY LEVEL 2 

TASK LIST 
 

Clean/roll-up walk-off mats D 

Sweep/dust-mop floors D 

Damp-mop floors D 

Dust flat surfaces D 

Spray-buff/burnish floors W 

Spot-clean walls and entrance doors W 

Sweep outside ramp and landing W 

Clean doors and windows W 

Perform interim floor care Q 

Project-clean light fixtures S/A 

Project-clean walk-off mats S/A 

Strip and refinish floors S/A 
 
 
 

Frequency Codes: 

D – Daily 
Q – Quarterly 
A/D – Alternate days 
S/A - Semiannually 
W – Weekly 
A – Annually 
M - Monthly 
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OFFICE 
TASK LIST 

 

Vacuum carpet and straighten furniture A/D 

Empty waste/recycling receptacles, replace liners D 

Spot-clean carpets W 

Spot-clean walls, partitions, and doors W 

Dust furniture and flat surfaces W 

Clean trash/recycling containers W 

Vacuum supply and return vents M 

Dust Blinds Q 

Perform interim carpet care Q 

Perform interim floor care Q 

Project-clean upholstered furniture Q 

Project-clean light fixtures S/A 

Perform restorative carpet care S/A 

Full carpet total steam cleaning A 
 
 
 

Frequency Codes: 

D – Daily 
Q – Quarterly 
A/D – Alternate days 
S/A - Semiannually 
W – Weekly 
A – Annually 
M – Monthly 
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OUTSIDE AREAS SURROUNDING WITHIN 25FT OF BUILDINGS 
TASK LIST 

 

Clean areas under building overhangs D 

Empty waste/recycling receptacles, replace liners D 

Empty ashtrays and fill with sand as needed D 

Sweep walkways and stairwells D 

Clean entrance mats D 

Wipe down trash and recycling containers W 
Mop walkways cleaning gum and any debris from 
birds W 

Hose down walk off matts Q 

Pressure wash exterior walks and malls Q 
 
 
 

Frequency Codes: 

D – Daily 
Q – Quarterly 
A/D – Alternate days 
S/A - Semiannually 
W – Weekly 
A – Annually 
M – Monthly 
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PUBLIC (CIRCULATION)-BREAKROOM-VENDING AREA 
TASK LIST 

 
Clean, wipe down supply of small appliances inside 
& out D 

Clean and disinfect vending machines D 

Sweep, vacuum, dust-mop floors D 

Clean/sanitize water fountains D 

Empty waste/recycling receptacles, replace liners D 

Auto-scrub floors W 

Spot-clean walls and doors W 

Spray-buff/burnish floors W 

Dust flat surfaces. Damp wipe if needed W 

Clean trash containers M 

Vacuum supply and return vents M 

Perform interim floor care W 

Project-clean light fixtures S/A 

Strip and refinish floors S/A 
 
 
 

Frequency Codes: 

D – Daily 
Q – Quarterly 
A/D – Alternate days 
S/A - Semiannually 
W – Weekly 
A – Annually 
M – Monthly 
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RESTROOM 
TASK LIST 

 

Clean/disinfect urinals D 

Clean/disinfect toilet bowls D 

Clean wash bowls D 

Clean mirrors D 

Restock paper towels, soap and toilet paper D 

Sweep/dust-mop floors D 

Empty waste/recycling receptacles, replace liners D 

Wet-mop and scrub floors D 
Spot-clean walls and doors D 

Clean partitions and doors W 

Dust open, flat surfaces W 

Clean trash containers M 

Vacuum supply and return vents M 

Dust celling and light fixtures Q 

Project-clean light fixture S/A 
 
 
 

Frequency Codes: 

D – Daily 
Q – Quarterly 
A/D – Alternate days 
S/A - Semiannually 
W – Weekly 
A – Annually 
M – Monthly 
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STAIRWELL/LANDING/ELEVATOR 
TASK LIST 

 

Sweep, vacuum, dust-mop areas D 

Damp-mop areas W 

Spot-clean walls and doors W 

Dust flat surfaces. Damp wipe if needed W 

Perform interim floor care Q 

Project-clean light fixture S/A 

Strip and refinish floors S/A 

Handrails dusted and damp wiped, disinfected A/D 
 
 
 

Frequency Codes: 

D – Daily 
Q – Quarterly 
A/D – Alternate days 
S/A - Semiannually 
W – Weekly 
A – Annually 
M – Monthly 
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CUSTODIAL CLOSETS 
TASK LIST 

 

Sweep, dust-mop floors M 

Damp-mop floors M 

Clean entrance doors Q 

Vacuum supply and return vents Q 

Perform interim floor care Q 

Project-clean light fixture A 

Strip and refinish floors S/A 
 
 
 

Frequency Codes: 

D – Daily 
Q – Quarterly 
A/D – Alternate days 
S/A - Semiannually 
W – Weekly 
A – Annually 
M – Monthly 
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NOTES: 

1. Classroom areas and restrooms must be ready for use by 8:00 a.m. each instruction day. 
2. Central restroom areas will require checks every 2 hours to ensure that they meet sanitary standards throughout 

the daytime and evening class schedules. 
3. Any designated meeting room and activity area must be cleaned before the next scheduled meeting/activity. This 

is particularly important when meeting/activities are scheduled in conjunction with meals catered by the 
cafeteria. Food spills must be attended to promptly to ensure smooth transition from one meeting period to 
another. Scheduled meeting/activities will be communicated to the Contractor. 

4. The Custodial Contractor is not responsible for cleaning of cafeteria eating areas. The cleaning of tables, floors, 
and equipment associated with cafeteria and cafeteria-eating areas is the responsibility of the Food Services 
Contractor. The cafeteria serving line area and the cafeteria kitchen is not the responsibility of the Custodial 
Contractor. 

5. Other food serving areas are not the responsibility of the Custodial Contractor. 
6. All Custodial Contractor closets are to be kept secure, clean and orderly. 
7. Any broken or defective furniture or equipment, leaking restroom fixtures, inoperative lights, unsafe conditions, 

or the building discrepancies are to be reported immediately to the Contractors Operations Manager. 
8. Recycling shall consist of removing recyclable containers of white paper, and aluminum from every common 

area daily. The small containers shall be emptied into the larger containers located around the facility and then 
taken to the collection point and emptied into marked locked barrels. Mixed recyclables in offices and common 
areas shall be removed daily to the recycling dumpsters. 

9. Campus secured areas, such as Cashier Offices, Purchasing Offices, must be cleaned during operating hours. 
10. When interior graffiti is discovered, the Contractor must notify the College Facilities Director. 

 
7. CLEANING SUPPLIES 

A. Environmentally friendly and low VOC cleaning products (products that have a lesser or reduced effect on 
human health and the environment when compared with the products that serve the same purpose) shall be used 
when possible, for custodial operations at the College for the following reasons: 

 
1. To provide sound environmental stewardship 
2. Safeguard the health of custodial workers and building occupants and the environment 
3. Reduce operating expenses associated with the use of highly regulated hazardous materials 
4. Reduce potential liability to the College 
5. Improve ability to meet existing environmental goals 

 
B. The following cleaning supplies are to be furnished by the Contractor: 

1. Plastic trash and recycling can liners 
2. Bag sand for urns 
3. Premium quality non-slip floor wax will be required along with appropriate sealer, finish, stripper and 

maintainer (Products used will not damage the surfaces and will meet with the manufacturers 
specifications). Low VOC preferred. 

4. Restrooms are to be cleaned and sanitized with an appropriate all-purpose disinfectant and 
deodorizer/cleaner 

5. Erasers to clean white boards. Whiteboards are to be cleaned so as to not damage them. 
6. Deodorizers 
7. Waterless Urinal Cleaning Products. Contractor must work with College Facilities Director to ensure 

best products are used to reduce/eliminate odor and plumbing issues. 
8. Paper towels 
9. Toilet tissue 
10. Hand Sanitizer 
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11. Liquid hand soap 

C. Limited designated space at each location will be available for storage of supplies. 
 

8. SUPERVISION 

The contractor shall act as an independent Contractor insofar as the performance of services hereunder is concerned. 
 

A. The Contractor must employ and direct such personnel, as it requires to perform said services. 
 

B. The Contractor shall exercise full and complete authority over its personnel. 
 

C. The Contractor shall perform services hereunder in accordance with generally accepted janitorial methods and 
standards. 

 
D. An effective supervisor must be available to conduct frequent daily inspections of areas to ensure that standards 

are maintained and to ensure that personnel are effectively performing required tasks. The supervisor must be 
able to communicate effectively with College staff. 

E. The Contractor shall provide an immediate single point of contact to resolve management problems and to 
respond to special requests and emergency requirements. The Contractor will designate a day contact and night 
contact. 

 
F. Documented failures of the Contractor to meet this requirement could result in the termination of this contract. 

 
9. SECURITY 

A. The Contractor must close and lock windows and turn off all lights when night cleaning is finished, except those 
that may be designated to remain lighted for security reasons. 

B. The Contractor shall not disturb papers on desks, open drawers or cabinets, or allow children or non-employees 
on site, sleep, drink, gamble, conduct illegal activities, use telephones, televisions, computers, copiers or radios 
while on duty on campus. 

 
C. The Contractor shall leave locked doors locked except when cleaning is being performed in the associated area. 

This includes all administrative areas, chemistry, biology and computer rooms. At no time is an unattended 
room to remain unlocked. 

D. Lost Keys/Access Cards: Should any employee of the Contractor lose assigned keys or access cards, or in any 
other way jeopardize the security of the facility, the Contractor will be charged for all associated costs required 
to re-key the building in its entirety, or any area controlled by the lost keys/cards, as applicable. The College 
reserves the right to select the locks and a locksmith for re-keying the facility, or affected location, and the 
Contractor shall be assessed all associated costs, plus an administrative markup of 30% over invoice with a 
minimum of $500. 

 
E. The Contractor shall reset alarms in designated areas. 

 
 

10. CHANGE IN WORK/PRODUCTS 

If the College desires any changes in scope or area of work or products, the contract maybe amended. 
 

11. HOLIDAYS 

A. The Contractor is not obligated to perform services on the following College designated holidays: 
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a. Independence Day 
b. Labor Day 
c. Thanksgiving Day 
d. Christmas Day 
e. New Year’s Day 
f. Martin Luther King’s Birthday 
g. Good Friday 
h. Memorial Day 

B. However, facilities will be available for the Contractor to perform services that can best be accomplished 
during a shutdown. These services must be prearranged with the College Facilities Director. 

 
12. ADMISSION TO PREMISES (KEY SETS/ACCESS DEVICES) 

A. The Contractor will be issued key sets as required. The Contractor agrees that upon receiving keys from the 
College, the Contractor will be accepting responsibility for the results of losing or misuse of key sets. The 
Contractor will be responsible for securing and protecting the College assigned keys. The Contractor will 
implement a key system to account for all assigned keys on a daily basis, will monitor and secure all keys in 
the designated lock box. At College discretion, an audit of keys will be performed. The Contractor will be 
held accountable for lost keys. All Owner cost/expenditures incurred as a result of lost keys and rekeying will 
be the responsibility of the Contractor. 

 
13. QUALIFICATIONS OF CUSTODIAN 

A. Work shall be performed by trained, competent custodial personnel, whose work shall be inspected by 
a responsible supervisor, ensuring that cleaning is done in accordance with contract specifications. 

 
B. Contractor management must ensure that line custodians are fully aware of all work specifications and 

assign staff able to effectively communicate with College personnel. 

C. The Contractor shall certify that employees have been trained as required by OSHA guidelines and keep 
a record of training schedules and attendees to be reviewed by College upon request. 

D. The Contractor shall certify that employees have been trained as required by OSHA guidelines and keep 
a record of training schedules and attendees to be reviewed by College upon request. 

 
E. Appropriate background checks shall be conducted on employees and available to the College upon request. 

 
14. CUSTODIAL STORAGE 

A lockable area will be assigned to the Contractor. The contractor shall provide complete cooperation to the College 
Facilities Director for storage area inspections. 
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ATTACHMENT 5 

Statement of Work 
Grounds Maintenance 

 
The Contractor shall furnish all labor, material, tools, equipment, transportation, insurance, incidentals, and 
other facilities to perform all work for the said Landscaping and Grounds Maintenance Services for 
Campuses. Work to be performed comprises general grounds keeping, horticultural maintenance, irrigation 
and cleanup of landscape areas as designated in each service area and the list of locations and, when 
necessary, repairs to vandalism, irrigation systems and replacement of plant materials. Services to be 
rendered include but are not limited to the following: 

a) Maintenance of turf and groundcover areas, mowing and edging 
b) Removal of litter and debris from turf, planter beds, fence lines and street curbs 
c) Pruning of trees and shrubs 
d) Application of chemical agents for control of weeds, plant disease and insects that are harmful to 

plant growth and/or pedestrians 
e) Monthly inspection and maintenance of irrigation systems by a licensed irrigator (provide 

evidence of such licensure) 
f) Replacement of plant material 
g) Other work as defined in the attached schedule 

2. Pre-Existing/Deficiency List 
At the start of the Contract, the Contractor shall inspect all flowers, trees, plants, containers, ground covers, and any 
related ground keeping repairs for pre-existing conditions for all locations in each service area, and in accordance 
with the Scope of Services incorporated herein. Within ninety- (90) days of contract execution, the Contractor shall 
provide a written deficiency inspection report with illustrations that identifies and details all methods of repair 
and/or replacement components needed in order to properly maintain the landscape and grounds. College Facilities 
Director and the Contractor shall negotiate in good faith to establish the Final Deficiency List within the ninety- 
(90) day period of contract execution. The Final Deficiency List will become part of the contract once developed 
and accepted by College. Any deficiencies not included in the Final Deficiency List shall be the responsibility of the 
Contractor. 

 
3.   General Landscape 

The Contractor shall: 
a. Furnish all labor, materials, and equipment necessary to perform the work described within the Scope of 

Services in strict accordance with these specifications and subject to the terms and conditions of the contract. 
b. Not post signs or advertising material anywhere on KC premises or improvements thereon without prior 

written approval from the Colleges authorized representative. 
c. Ensure that all employees wear the appropriate personal protective equipment (PPE) for the activity they 

are performing. 
d. Collaborate with the Pest Control Contractor to guarantee coordination with pest management services. 
e. Perform grass mowing, edging, trash & debris removal and power blowing of lawn areas. 
f. Maintain the health and appearance of existing landscape plants, trees, shrubs, groundcovers and lawn area. 
g. Ensure that each facility site is free of debris, weeds, insect infestation. 
h. Replace plants or dead ground cover that died under the Contractor's care and not due to vandalism 

or circumstances beyond Contractor’s control. 
i. Reduce mowing frequency if a drought period is determined to exist and approved in advance by the Facilities 

Director and provide a revised mowing schedule to the Facilities Director for approval prior to implementing 
the schedule change. 

j. Inspect existing irrigations systems at all locations by a licensed irrigator and provide the following: 
• Maintain and repair existing irrigation systems to support functional operations and ensure plant life 

receives sufficient levels of watering for healthy appearance. Report deficiencies and repairs made to 
Facilities Director. 

• The Contractor shall be required to make-up missed scheduled cycled maintenance due to foul weather 
conditions. 

• For special events and activities, the College representative may request additional landscape 
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maintenance items or request a change/modification to the schedule. 
k. Make adjustments and setting to automatic controllers on a monthly basis to maintain a healthy lawn growth. 
l. Replace existing irrigation systems and equipment damaged by the Contractor with original brand and model 

at Contractor's expense. 
m. Report in writing and provide illustrations of any conditions that are not conducive for thriving plant growth 

to College on a monthly basis. 
n. Provide an option to subcontract with a certified tree pruning and tree removal company for any major tree 

removal/pruning work that is outside the scope of the landscaping maintenance contract. Subcontractor must 
be approved, in writing, by KC prior to work. 

o. Respond to all emergencies within 2-4 hours of notification within specified hours and days of operation. 
p. Establish and announce at the beginning of the Contract a specific day of the week each facility will 

be maintained. 
q. Perform all work in a professional skillful manner using quality equipment and materials. 
r. Have a full time staff employee that is State licensed to operate and apply chemicals in all categories and 

provide evidence of such licensure. 
s. Secure any gated or doored areas that require landscaping services after services are completed. 

 
KC shall monitor all work performed, and meet as needed with Contractor to discuss concerns, additions, and or deletions 
in the performance of the contract. Contractor shall maintain and have available for review all records that reasonably 
confirm frequency of tasks performed at each location. 

The College reserves the right to add, delete, and or change Scope of Services of this contract, and may do so by 
submitting written notification to Contractor. Any increase or decrease in maintenance fees shall be negotiated at that time 
and incorporated into the contract documentation. 

 
All material and design of landscaping services shall be in accordance with Kilgore College guidelines. 

 
4. Damages 

a. All damages incurred to existing facilities by the Contractor's operation shall be repaired or replaced, at the 
College’s discretion, and at the Contractor's expense. 

b. All such repairs or replacements shall be completed within the following time limits: 
c. Irrigation damage shall be repaired or replaced within 1-2 watering cycles including replacement of damaged 

sprinkler heads, risers, drip lines and bubblers. 
d. All damage to shrubs, trees, turf or groundcover shall be repaired or replaced within five (5) working days. 
e. All repairs or replacements shall be completed in accordance with the following maintenance practices: 

• Trees - a qualified tree surgeon or arborist shall remedy minor damage such as bark lost from impact of 
mowing equipment. If damage results in loss of a tree, the damaged tree shall be removed and replaced to 
comply with the specific instructions of the College. 

• Shrubs - Minor damage may be corrected by appropriate pruning. Major damage shall be corrected by 
removal of the damaged shrub and replacement to comply with the specific instructions of the College. 

• Chemicals - All damage resulting from chemical application, either spray-drift or lateral leaching shall be 
corrected in accordance with the aforementioned maintenance practices and the soil conditioned to insure 
its ability to support future plant life. 

 
5. Safety Plan 

a. Contractor is to submit a written safety plan to the attention of the Colleges Facilities Director prior to 
commencement of work under this contract. 

b. The Contractor agrees to perform all work outlined in this Scope of Services in such a manner as to meet all 
accepted standards for safe practices during the maintenance operation and to safely maintain stored equipment, 
machines, and materials or other hazards consequential or related to the work. Contractor agrees additionally to 
accept the sole responsibility for complying with all local, County, State, or other legal requirements including 
but not limited to, full compliance with the terms of the applicable O.S.H.A. Safety Orders at all times so as to 
protect all person, including Contractor's employees, Students, Faculty, agents of College, vendors, members of 
the public or others from foreseeable injury, or damage to their property. Contractor shall inspect all potential 
hazards at said facilities and keep a log indicating date inspected and action taken. 

c. It shall be the Contractor’s responsibility to inspect, and identify, any condition(s) that renders any portion of the 
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maintenance area unsafe, as well as any usage practices occurring thereon. The College shall be notified 
immediately of any unsafe condition that requires major correction. Contractor shall be responsible for making 
minor corrections including but not limited to; filling holes in and correcting irregular turf areas and replacing 
valve box covers so as to prevent loss/damage and to protect members of the public or others from injury. 
Contractor shall cooperate fully with the College in the investigation of any accidental injury or death occurring 
in the maintenance area. For any accident requiring medical attention, the contractor is to notify the College 
immediately, and file a written report to the College within three (3) working days. 

d. It shall be the Contractor's responsibility to provide safety training to their employees. Documentation of this 
training must be available upon request. 

 
6. Delays 

The Contractor shall make a good faith effort to adhere to the contracted maintenance schedule. In the event that 
Contractor is unable, for whatever reason, to maintain maintenance schedule (i.e. poor weather conditions, etc.), and 
Contractor does not reschedule the service, or inform the College of intent to make up the service within 72 hours, 
that amount for the failure to perform may be deducted from Contractor’s fee. If the work cannot be completed on 
the proposed scheduled day, the Contractor must notify the College contact on that day to advise them accordingly. 

 
7. Maintenance Schedules 

a. Contractor shall adhere to maintenance schedule. 
b. Contractor shall contact the College key personnel described within the Scope of Services on arrival at the 

respective site as per the weekly schedule for landscaping maintenance. The College will provide list of key 
personnel and contact information. 

c. The Contractor MUST notify the College’s authorized representative, by e-mail, at least one (1) week prior of the 
scheduled date and time for all “specialty type” maintenance operations. “Specialty Type” maintenance operations 
are defined as: 
• fertilization and aeration 
• turf removal, addition and reseeding 
• micro-nutrients/soil amendments 
• spraying of trees, shrubs or turf 
• aesthetic tree pruning 
• planting bed removals and/or additions 
• other items as determined by the College 

 
8. Staffing / Managerial 

a. There will be no subcontractors working on the College grounds and facilities without the express prior written 
consent of the Colleges’ Facilities Director. 

b. The Contractor shall provide a Project Manager that will be responsible for managing and overseeing services 
provided in all service areas and ensuring quality control. The Project Manager shall be responsible for all aspects 
of the successful implementation and management of landscaping and grounds maintenance projects including a 
complete and regularly scheduled program for maintaining the health and appearance of the College’s landscape, 
plantings and irrigation. The Project Manager must provide pro-active recommendations to College Facilities 
Director for ongoing maintenance of Kilgore College properties throughout the term of the contract. 

c. The Contractor must provide a competent, English speaking crew leader for each crew, who can understand and 
speak English fluently, during all times while work is performed. The crew leader shall have the authority to 
represent or act on behalf of Contractor in any matter pertaining to the performance of this contract. Contractor 
shall furnish the names of all such crew leaders to the College prior to the commencement of this contract and 
further advise of any changes. 

d. If in the opinion of the College, a Contractor’s employee is incompetent or disorderly, refuses to perform in 
accordance with the contract specifications, threatens or uses abusive language while on College property, that 
employee shall be removed from all work under this contract. 

e. The College may at any time give Contractor notice to the effect that the conduct or action of a designated 
employee or Contractor is, in the reasonable exercise of discretion of the College, deemed to be detrimental to the 
interest of the students, faculty, staff and the public patronizing the premises. Following the College notice, the 
Contractor shall, at KC’s discretion may take any of the following actions as listed below. 

• Immediately terminate such employee's work assignment at the premises and the Contractor shall not 
assign such employee to any other College facility contracted for and maintained. 
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• The Contractor shall meet with the College to consider the appropriate course of action with respect to such 
matter and Contractor shall take reasonable measures under the circumstances to assure the Colleges 
authorized representative that the conduct and action of Contractor's employees will not be detrimental to the 
interest of the students, faculty, staff and public patronizing the premises. 

f. The Contractor shall require each of its employees to adhere to basic public works standards of working attire. 
These are uniforms, proper shoes, and other gear required by State Safety Regulation, and proper wearing of the 
clothing. Shirts shall be worn and buttoned at all times. 

g. Contractor’s staff shall wear identification (uniform, logo tee shirt, etc.) allowing anyone to readily identify that 
individual as part of Contractor’s staff. 

h. The Contractor nor any of its employees shall interfere with the public use of the premises, and shall conduct its 
operations as to offer the least possible obstruction and inconvenience to the public or disruption to the peace and 
quiet of the area within which the services are being performed. 

i. The College Facilities Director shall make quarterly inspections with Contractor at each site to review work 
performed. Contractor shall maintain and have available such records that reasonably confirm frequency of tasks 
performance at each location. Contractor shall furnish an itemized statement of work performed on all invoices. 

 
9. Planting, Planter Boxes and Bed Care 

a. The Contractor shall be required to provide the plant materials, soils, soil amendments, and other necessary 
materials for installing plant annuals and associated plant materials. Maintenance and changing of seasonal colors 
is required. 

b. Any exterior plant container planters shall be serviced throughout all service areas. 
c. All diseased plants are to be removed from all beds and then properly disposed of offsite. Broken, damaged, or 

unsightly flowers or plants are to be removed promptly and replaced with like kind or a variety of plant that is 
approved by the authorized College representative. 

d. Special emphasis shall be placed on public safety during all operations, particularly when adjacent to roadways 
and sidewalks. 

e. All trimmings and debris, etc. shall be removed by the contractor and disposed of offsite. 
f. Contractor will be required to plant bedding materials such as flowers and shrubs as needed, and in accordance 

with College’s requests. Pricing shall be proposal on a case-by-case basis unless the plants are under warranty. 
g. The Contractor shall conduct a major cleanup of all turf and planter bed areas and perform major trimming of all 

scrubs, planter beds and ground cover plants in late winter (no later than mid-March) in preparation for the 
growing season. This trimming will be a benchmark for future maintenance trimmings throughout the growing 
season. The College authorized representative will dictate trimming heights of shrubs and distances between plant 
groupings during the active growing season. 

 
10. Ground Cover 

The Contractor shall be responsible for the maintenance of any plant that grows over an area of ground used to 
provide protections from erosion and drought, and to improve its aesthetic appearance (by concealing bare earth). 

The Contractor shall provide the following: 
• Replace dead or diseased plants; 
• Soil samples taken two (2) times a year; 
• Fertilize two (2) times per year, in February and October based upon soil sample recommendations; 
• Apply winter rye seed once a year in October at the rate of 10lbs per 1000 sq. ft.; 
• Trim all ground cover as necessary to keep borders away from paving lawns, planted areas and buildings; 
• Trim top growth to achieve an overall even appearance. Keep free of weeds and debris; 
• Maintain ground cover free of pests such as snails, slugs, etc.; 
• Keep fence lines groomed on both sides and all areas along side of buildings and any adjacent walls; and 
• Maintain all ground cover areas clean and cleared of dead leaves each spring and as necessary if sever leaf drop 

occurs. 
 

11. Tree, Shrub and Hedges Care 
The Contractor shall have the knowledge, expertise and responsibility to trim, remove and plant trees and shrubs as 
approved by KC (refer to Exhibit A & B below for frequency and recommended plant selection). Contractor will 
provide a licensed Arborist with the knowledge and resources to accurately diagnose and treat any type of parasitic 
infection or disease. If required, the treatment shall be performed by a qualified technician. Contractor will provide 
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the following: 
a. Tree and shrub watering and irrigation system. Maintain basins where provided around trees and shrubs. Open 

basins during winter rains to prevent accumulation of excess water. 
 

b. Seasonal Color: 
• Change seasonal colors two (2) times per year in the months of March and September. Design concepts 

and plant selections shall be approved by KC Facilities Director 
• Provide a uniform blend of seasonal color in seasonal planting bed. Provide single selections but different 

selections for each container. 
 

c. Trim all trees that are within 20 ft. in height and 10 inches in diameter at the base, once a year, late November, 
without additional compensation. The Contractor will specify the costs for trimming all trees over the 
aforementioned specification in the price proposal. 
 

d. Maintain trees: 
Clearance- Maintain trees to achieve a ten (10) foot clearance for all branches overhanging walkways/fence lines 
and fourteen (14) foot clearance for branches overhanging beyond curb line into the paved section of roadways. 
Prune trees where and as necessary to maintain access, safe vehicular and pedestrian visibility and clearance, and 
to prevent or eliminate hazardous situations. 

• All cuts shall be sufficiently close, flush if possible, to the parent stem. All limbs 1-1/2” or greater in 
diameter shall be undercut to prevent splitting. 

• Limbs are to be lowered to the ground using a method, which prevents damage to remaining limbs. 
• Climbing spurs shall not be used. 
• Contractor will provide Hazard and Security pruning as needed. 
• Remove all new growth on trees up to the appropriate height clearances. 
• Remove all dead, diseased and unsightly branches, and dead trees. Contractor, at Contractor’s cost, shall 

remove dead/dying trees that have a caliper of eight (8) inches or less measured six (6) inches above the 
ground level. Larger trees and dead wooding above fourteen (14) feet will be considered 
specialty/unscheduled work. All specialty/unscheduled work shall be proposal on a case-by-case basis. 

• The Contractor shall remove trimmings and all cuttings and debris from the site. 
• All structural weaknesses such as split crotch or limbs, diseased or decayed limbs, or other severe damage 

shall be immediately reported to College’s authorized representative. 
• All trees shall be trimmed prior to budding each year in accordance with directions given by the 

authorized College representative for the facility. 
 

e. Pruning: 
Prune hedges and shrubs where necessary to maintain access, safe vehicular and pedestrian visibility and 
clearance, and to prevent or eliminate hazardous situations and promotion of pests and insects in all areas 
especially those adjacent to the College building perimeters. 

All shrubs/trees shall be trimmed prior to budding each year in accordance with directions given by Facilities 
Director. Restrict growth of hedges and shrubs to areas behind curbs and walkways and within planter beds by 
trimming. 
• Prune deciduous trees in March to develop a strong framework or as necessary. 
• Prune evergreen trees in the March to thin out heads and shape as necessary. 
• Remove all dead and damaged branches back to point of branching. Paint all cuts over one-inch in diameter 

with tree wax. 
• Prune all shrubs and young trees as required by thinning and shaping as necessary for a natural appearance. 
• Prune flowering shrubs after blooming once per month. 
• Prune Nandinas in late winter so as not to cut off next year berries. Initially prune to the ground about a 

quarter of the stems randomly through the plant. Then prune a quarter of the remaining stems at 1/3 the height 
of the plant. Next prune one quarter of the stems 2/3 of the height of the plant. Leave final quarter of the 
stems uncut. 

• Prune Photinia, Viburnums heavily in March, light prune, and shape monthly thereafter. 
• Trim trees to keep them from touching any building. 
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f. Weeding – Every Visit: 
• Keep basins and areas between plants free of weeds. 
• Use herbicides per manufacturer's recommendations. 
• Cultivate as necessary for aeration. 
• Weed ground cover areas, cracks, crevices and all mulch beds. 
• Weed perimeter of Bldgs. and any fence lines and structures. 

g. Staking and Guying: 
Maintain and replace stakes and guys with equal material until plant is capable of standing vertical with the ability 
to resist changes in weather patterns. 
• Plant ties shall be checked frequently and either retied or removed along with the stakes when no longer 

required. 
• Replace missing or damaged stakes when the tree diameter is less than three inches within 5 days. 
• Contractor must stake trees that are not straight and upright and/or require additional support. 
• Contractor must stake new trees or recently planted trees not previously staked. 
• Tree stakes (at least three per tree) shall not be less than 6 feet in length for five and eight gallon trees. 
• Guide wires where required and plant ties are to be pliable, zinc-coated ten-gauge wire. 
• Coated wire or hose sections must be used where metal guide wire contacts tree. 
• Stakes cannot be closer than 8 inches from trunk. 
• Damaged or uprooted trees shall, at the discretion of the College, be staked and tied within 72 hours. 

 
Removal of tree stakes and guide wires will be at Contractor’s cost and will be determined by the Contractor and 
the authorized College representative. 

 
h. Plant Replacements: 

With the prior written approval of the College Facilities Director to remove and purchase plants, remove dead and 
damaged plants and replace with plants of equivalent size and variety. 

 
i. Mulching: 

Contractor shall remove the top layer 2 inches of old mulch and install two (2) inch depth of composite shredded 
bark mulch two (2) times per year in the months of March and November, at a minimum depth of two inches on 
all existing beds, at the base of trees and other mulched areas. Mulch must be at least two inches away from the 
base of the tree and not mounded to the trunk. Contractor is also required to fluff mulch areas once a month. 

j. Fertilizing: 
• Fertilize Gardenias after flowering. 
• Fertilize shrubs and ground cover areas. Trees shall be fertilized per standard perforation method dependent 

upon certified Arborist recommendations. 

k. Tree Saucers: 
• Weed tree saucers and maintain existing size of circumference in a clean and neat condition. 
• Remove top layer mulch; apply mulch to maintain a depth that shall be two (2) inches. 

l. Tree Replacement and Additions: 
• With the prior approval of the College Facilities Director, remove dead and damaged trees. 
• Supply and plant trees to replace or add new trees with the prior approval of Facilities Director 
• Remove all dead, diseased and unsightly branches, and plants. Unless instructed otherwise, remove all vines 

or other growth as they develop on buildings, structures and on/along fence lines. 
• All groundcover areas shall be pruned to maintain a neat edge along planter box walls and to eliminate areas 

for pests and insects. Any runners that start to climb buildings, shrubs or trees shall be pruned out of these 
areas. 

• Trimmings, etc. will be removed by the Contractor and disposed of offsite. 
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12. Lawn Care 
Kilgore College is specific and stresses the importance of lawn maintenance quality at all of the College campuses 
and properties. Not only does good lawn maintenance affect the quality and value of the property but it also reflects 
on the College as a higher education institution. The appearance and the professionalism of lawn maintenance affect 
employees, students, clients, and Kilgore College partners by creating a first impression. The Contractor and the  
Kilgore College Facilities Director are responsible for weekly review and quality control of lawn maintenance.  

a. Mowing: 
1) Mowing operation shall be completely performed at each site according to Maintenance Schedule (see Exhibit 

A). 
2) Walkways shall be cleaned immediately following each mowing and all cuttings and debris shall be removed 

from the site by the contractor and not blown into the street, planter beds or storm drains. 
3) Maintain turf areas at two (2) inch level above soil level being careful not to remove more than one-third (1/3) 

of the turf blade at any time. 
4) Edge along sidewalks, walk areas, walking tracks, detention ponds, curbs and fence lines. 
5) Use monofilament trimmers only for areas around light poles, fire hydrants, irrigation vacuum breakers, 

building foundations and all fences. 
6) Remove all turf and edge clippings each time. 
7) For periods of cool weather, mow lawn at one and one-half (1 & 1/2) inches. 
8) For periods of hot weather, mow lawn at two (2) inches from the soil. 
9) Do not scalp the lawn or cut more than half the existing top-growth in one morning. Remove or catch the 

clippings immediately. 
10) Care must be taken not to leave ruts or spinouts in the turf area during wet periods. Any mud tracked onto 

sidewalks on facility grounds must be removed and cleaned with brush and water prior to leaving the 
maintenance site. 

11) Mow newly seeded turf in accordance with Exhibit A Maintenance Schedule 
 

b. Edging / Detailing / Weed Control: 
1) All turf areas shall be kept neatly edged and all weed/foreign grass invasions eliminated. 
2) When designed edges exist in flower beds, these edges shall be kept clean, sharp, well defined, free of weeds, 

and grass invasion. 
3) All turf edges including but not limited to sidewalks, patios, drives, curbs, shrub beds, flowerbeds, 

groundcover beds, and around the base of trees shall be edged to a neat and uniform line. 
4) The edge of turf shall be trimmed or limited around all sprinklers (to provide maximum water coverage), 

valve boxes, meter boxes, back-flow devices, and other obstacles. 
5) All grass-like type weeds, morning glory, or vine-weed types, ragweed, or other underground spreading weed 

shall be kept under strict control. 
6) Remove all weeds and grass from walkways, curbs, concrete expansion joints, roadways, driveways, parking 

lots, outdoor sitting areas and drainage areas. 
7) Methods for removal of weeds, turf encroachment and detailing of planter beds shall incorporate manual, 

mechanical and/or chemical means of eradication. 
8) Mechanical edging of turf shall be performed at each site at same frequency as mowing. 
9) Where trees and shrubs occur in turf areas, all grass growth shall be limited to at least eighteen (18) inches 

from the trunk of trees and away from the drip line of shrubs. 
10) Linear edging of turf boundaries may be performed in a manner that ensures a defined turf edge and limits its 

encroachment into beds or across boundaries where it is impractical to edge mechanically. A four (4) inch 
barrier width shall be considered normal. 

11) Detailing of sprinkler heads (to provide maximum water coverage), valve boxes, meter boxes, and similar 
small obstacles in turf areas shall be performed in a manner that ensures operational clearance. 

12) Walkways and planter beds shall be cleaned immediately following each mechanical edging, all excessive 
cuttings and debris shall be removed from the site by the contractor. 
 

c. Fertilizing: 
1) Fertilize lawn three (3) times per year in March, June and December. Use a fertilizer based on soil samples. 
2) Apply Winter Rye each October per year to provide ground cover during the winter season. 
3) Weeds include; hand pull weeds during every visit such as, Johnson Grass, Nut Grass and Poison Ivy. 
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4) Apply pre-emergent weed killer three (3) times per year in February, May and November and implement 
safety precautions during applications. 

5) With the prior approval of the Facilities Director, spray only the foliage of grass to be eradicated to prevent 
killing healthy plant life. 

6) Spray weeds in paving cracks two (2) times per month (every other week) 
7) Spray walkway sidewalks, driveways, expansion joints and bumper stops with contact herbicide to eliminate 

weed growth in and around areas without damaging surrounding turf and plant materials include; along fence 
line and adjacent walls. 

 
d. Watering: 

1) Use irrigation system for watering where available. 
2) Water schedule based upon evapotranspiration conditions. 

e. Mulching: 
Contractor shall install medium shredded hard wood/brown mulch twice (2) per year in the month of March and 
November at a minimum depth of two inches on all existing beds, at the base of trees and other mulched areas. 
Mulch must be at least two inches away from the base of the tree and not mounded to the trunk. 

 
f. Raking / Sweeping / Blowing: 

Accumulation of leaves and/or debris shall be removed from all landscaped areas including beds, planters, and 
turf areas under trees and removed from site. Under no circumstances shall leaves, grass clippings and/or debris 
be blown into the street or into storm drains as a means of removal from the site. 

 
Frequency: 

• Ground cover/planter beds- at each visit 
• Turf, under trees- as needed 
• Sweeping/ blowing of concrete areas and walkways, as well as patios and decks, etc., once per visit. 

 
g. Irrigation System Repairs and Maintenance: 

The Contractor is responsible for cleaning, maintaining, installing, operating, and repairing irrigation systems at 
College facilities. The Contractor shall provide a licensed irrigator to inspect all existing irrigation systems on a 
monthly basis and shall inspect all installation work provided for irrigation systems and submit a monthly 
irrigation report to the Facilities Director detailing health of the existing systems. 

To the best of the College’s knowledge, the irrigation systems that are currently in operation are in good 
condition. Therefore, extreme care must be taken when maintaining the landscape not to damage the irrigation 
system. Repeated damages attributed to carelessness or inaptitude of contractor personnel will be addressed with 
Contractor for reimbursement. For example, damages to spray heads that are broken or mowed-off in turf/planter 
areas and repair costs for risers, spray heads and drip lines in planter beds will be items that will be closely 
monitored. Repairs such as these, unless caused by vandalism, shall be a Contractor responsibility at no cost to the 
College. 

 
Irrigation Systems: Refers to all lines and equipment associated with irrigation of system. 

Lines: Refers to irrigation line beginning from the City/County main line meter throughout the irrigation system. 
 

Plant losses due to the improper setting of watering times/frequencies and repairs that are not made within a 
timely period will be at the Contractor’s cost to remove and replace the affected plants/turf. 

The Contractor shall: 
Maintain entire irrigation system and all parts associated with the irrigation system flushed clear and system 
working properly on a monthly basis. 
1) Check clock settings, clock operation, head elevation, coverage valve function and vacuum breaker on a 

monthly basis. 
2) Test and certify pressure vacuum breaker on a monthly basis. 
3) Control irrigation to avoid runoff that may cause erosion or unnecessary waste of water. 
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4) Automatic irrigation system controllers shall be set to water during the hours between 10:00pm and 6:00am. 
5) Make adjustments to sprinkler heads as required to keep over-spray from walls, windows, walkways and 

roadways. 
6) The Contractor shall respond to calls from Kilgore College for non-emergency irrigation repairs within four 

(4) hours and within two (2) hours for emergency irrigation repairs. College personnel will make the 
determination as to whether or not the matter is deemed to be an emergency. 

7) The Contractor shall work in collaboration with College staff in preparing landscape and irrigation systems 
for cold weather and/or freezing conditions. 

8) Winter temperatures in Texas are unpredictable therefore the contractor is expected to coordinate the 
preparation for icy and freezing conditions, with the Facilities Director, in order to protect landscape and 
irrigation systems from damage due to icy and freezing conditions. 

 
h. Insect and Disease Control: 

The Contractor shall ensure all areas are inspected regularly for weeds, fungus, grubs, slugs, snails, twig borers 
and insect infestation. Lawn disease applications and insect control applications shall be performed on a monthly 
basis for prevention and intervention purposes and with the prior approval of College Facilities Director. Proper 
chemicals approved by the Facilities Director shall be applied as soon as possible to correct the infestation. 

Note: Weed killers and other chemicals shall be applied during low foot traffic hours. 
 

i. Trees: 
1) Spray deciduous trees with dormant oil and fungicide after leaf drop and just prior to leaf break. 
2) Spray evergreen trees and deciduous trees in leaf and shrubs with specific insecticides and fungicides as 

frequently as necessary to control all forms of pests and diseases. 

j. Herbicide: 
Distribute approved herbicides agreed upon by Contractor and Facilities Director based upon environmental 
conditions and needs. 

 
k. Turf Areas: 

1) Monitor weekly all turf areas for insect and disease infestation. 
2) Treat fire ant infestation routinely. 
3) Remove contaminated materials from the site and dispose in a proper and safe manner with prior approval of 

the Facilities Director. 
 

l. Clean Up and Waste Disposal: 
1) The Contractor shall be responsible for disposing all waste materials or refuse from Contractor's operations. 

The Contractor must have prior written approval by the Facilities Director to dispose of Contractor generated 
waste materials on College property. 

2) Maintain sidewalks and driveways free of trash, leaves, and other debris by sweeping, hosing, and vacuuming 
as necessary. 

3) Remove branches and other debris from planting areas on a weekly basis. 
4) Clean up litter, leaves, papers, grass clippings, remove trash, cigarette butts and by- products of landscape 

maintenance in landscape area, courtyard area and along the lawn areas of the perimeter walk for both sides of 
walkway and around buildings. 

5) Clean mulch beds and container plants of all debris and litter. Maintain a clean and neat appearance around 
the mulch bed areas by removing scattered and excess mulch. 

 
m. Equipment Utilization – Mowers: 

1) Use power rotary mowers with bagger attachment for maintenance of smaller lawn areas. 
2) Use riding mowers with bag attachment for maintenance of extensive lawn areas. 
3) Mulching mowers are prohibited without the prior approval of the Facilities Director. 
4) Use rigid or flexible steel blade edger is to produce a fine, clean edge along walkways, pavements, curbs, 

headers or buildings. 
5) Use only monofilament trimmers. 
6) Use cyclone fertilizer spreaders. Visible overlapping of applications is prohibited. 
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7) Maintain pruning tools in good working order with sharp cutting edges. Disinfect pruning tools after use to 
remove diseased limbs. 

8) Water container plants that do not have irrigation system. Water hose connected to facility hose bibs is not 
available for watering plant materials. 
 

n. Stakes and Guys: 
The Contractor shall use the following stakes and guys materials to provide project services: 

 
1) Tree Stakes: Seven (7) ft. long, steel T-post weighing 1.33 pounds per foot. 
2) Paint for Stakes: Pittsburgh Ash Grove Gray No. 542-4 or equal. 
3) Ties: Black rubber 3/4 inch hose with 3/16 inch wall thickness. 
4) Tree Guying Material: 12 gauge galvanized annealed wire. 

 
o. Guying Material: 

1) Deadmen: locust, catalpa, cedar or redwood, 3/4 Inch x 4 inch galvanized eyebolt centered and secured on 
side, or equal 

2) Ground Screw Anchors: "Ground Gripper" or approved equal. 
3) Universal Ground Anchor and Cables Assembly by Laconia or equal. 
4) Guying Cable: 1 x 19 air cord, size as specified or equal. 
5) Turnbuckles: Galvanized and dip-painted, size as specified or equal 
6) Cable Clamps: Galvanized or copper, size as required or equal. 
7) Plastic Guy Covers: 3/8 inch diameter x 3 ft. long white plastic tubing or equal. 

 
p. Chemicals: 

1) At the contract execution, the Contractor shall provide Safety Data Sheets (SDS) of all products to be applied 
to the Facilities Director. At the start of each season and any time during the season, Contractor shall provide 
SDS sheets identifying any new chemicals that will be used and applied a minimum of three (3) days prior to 
planned application. All chemicals being applied must have prior written approval by the Facilities Director. 

2) The Texas Right to Know Law requires a communication program designed to safeguard the handling of 
hazardous chemicals through labeling of chemical containers for the hazardous ingredients. 

3) The Contractor may use herbicides, insecticides, sterilants and animal traps in compliance with Federal, State 
and local laws and regulations. 

4) The Contractor assumes all liability either for damage or for injury or both resulting from accident or misuse 
of either these products, equipment or both. 

5) Kilgore College retains the right to prohibit the use of any herbicide, insecticide, sterilant, poison or animal 
trap that College deems to be undesirable for any reason. 

6) Pesticides used in this contract shall not require a license nor be restricted for use under Texas or Federal law. 
7) Pesticides used in this contract shall not carry any State or Federal restrictions. 
8) Any products that leave an undesirable residue or odor shall not be used. 
9) If a licensed pesticide is needed, application must be by a licensed applicator. 

q. Chemical Application: 
Chemical application shall be used in and around areas such as planters, areas adjacent to buildings, trees, fence 
lines, sprinkler heads, etc. Prior to application of chemicals, all areas shall be trimmed to proper mowing height. 
Chemicals shall be applied in a manner to limit drift to six (6) inches. Precautionary measures shall be employed 
because all areas will be open for public access during application. 

Spot treat with a portable sprayer or wick wand using an effective herbicide and apply per manufacturer's 
recommendation. 

Proper use of selective herbicides is critical to prevent damage to bedding plants and turf during the growing 
season. Appropriate mulch is encouraged but must be aesthetically compatible and not physically or chemically 
harmful. 

 
Weeds treated with a contact weed chemical shall be left in place for a minimum of seven (7) days. If kill is not 
complete, a second application shall be applied. 
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Weeds treated using a systematic chemical shall be left in place per manufacturer's recommendation. If kill is not 
complete by the time specified in the manufacturer's recommendation, a second application shall be applied. 
After a complete kill, dead weeds shall be removed from the area. 

 
All turf areas will be treated just prior to the growing season in the spring and prior to the fall season with an 
effective herbicide that will eliminate broadleaf and other invasive weed varieties. 

Proposal must include a complete list of all chemicals anticipated to be used as well as its description of use, 
frequency, and volume of use in accordance with the performance of the Scope of Services. 
Successful Contractor must supply SDS Sheets for all supplies used prior to application, and may not use them in 
the performance of the contract without express written authorization of College’s authorized representative. 

Contractor must utilize a long lasting ant control pesticide that is broadcast over all turf and planter bed areas and 
along any paths and walkways as needed to prevent and/or eliminate infestations and personal harm to people. 

 
Only those individuals possessing a valid Texas Pest Control Applicator’s license shall apply chemicals. 

 
Records must be readily available of all operations and state dates, time, methods of application, chemical 
formulations, applicators names, and weather conditions at the time of applications and shall be retained for a 
minimum of three years. 

SDS sheets with dangers explained must be sent to College two weeks prior to use if chemicals require special 
permits. Contractor must provide a list of alternative chemicals, if any, prior to the application. 

 
r. Athletic Fields: 

The Contractor shall provide an Athletic Field Groundskeeper/Turf Manager with recordable experience. 
1) Required maintenance of any synthetic fields. 
2) Softball Field Requirements/expectations (to include but limited to): 
3) Provide equipment to support maintenance of fields 
4) Mow every other day with catcher 
5) Weed-eat 
6) Reseeding with rye grass 
7) Verticut grass 
8) Fertilizing 
9) Edge infield 
10) Mow and maintain grass outside filed around perimeter 
11) Rake leaves on field 
12) Set and monitor watering schedule for field with input from coaches 
13) Blow out dugouts after games 
14) Blow field on game days after tarp is removed for rain events. 
15) Leveling every 2 weeks 
16) Water with sprinklers on game day 45 minutes before 1rst pitch for 5-7 minutes 
17) Chalk/paint lines for games, paint bases (based on NCAA regulations for lining compliance) 
18) Double headers, drag infield and re-chalk between games 
19) Put out bases. 
20) Maintain transition between grass and infield 
21) Drag infield before game 

 
s. Reporting and Meetings: 

The Contractor shall be responsible for submitting reports on a weekly basis in an electronic PDF or EXCEL 
format regarding this project to the College Facilities Director. The Contractor shall be required to communicate 
weekly to the College Facilities Director regarding the current status and any recommendations regarding the 
project. The Contractor shall be required to provide the following: 

1) Pre-Existing Conditions Report within ninety (90) days of contract execution. 
2) Safety Data Sheets (SDS) at contract execution and thereafter upon planned utilization of new chemicals 

not originally listed. 
3) Test and certify all Back-Flow Assemblies (preventers) per local code and provide a copy of certification 
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to the Facilities Director for each College property within ninety (90) days of contract execution. 
4) Immediately upon service completion, meet with the College Campus Representative to inspect the 

service performance. The College Representative will complete and sign the work ticket. Contractor will 
submit the work ticket to the Facilities Director on a monthly basis 

5) Annual Fertilizer Schedule for each facility and by season. 
6) Schedule and timeline for tasks specified in Exhibit A - Facility Maintenance Frequency Schedule a 

month in advance to the Facilities Director so College personnel can be present as necessary. 
7) Weekly Maintenance Operations Report for each facility. 
8) Monthly mowing schedule for each facility. 
9) Monthly Contractor recommendation report based on ongoing service assessment for Facilities Director 

to review and make a determination. 
10) Damage report submitted immediately upon incident to the Facilities Director and punch list identified 

and implemented. 
11) The Contractor shall be responsible for all services under this contract. Any tasks or services not 

completed or partially completed will be listed on a punch list. The Contractor will remedy the situation 
by completing the tasks in a time specified by Facilities Director. 

t. Contractor Performance: 
The Contractor shall be required to perform all work under this contract in a professional, polite, respectful and 
cooperative manner and minimizing the noise and interruption of any ongoing College services. 
1) The Contractor shall provide all employees with the same uniform clearly identifying the company and 

vehicle shall have the company name/logo listed. 
2) The Contractor shall stage their work from locations on the College site out of the way of the mainstream 

users to minimize interruption of College activities. 

u. Neglect, Vandalism and Property Damage: 
1) Turf or plants that are damaged or killed due to Contractor's operations, negligence or chemicals or by any 

other means shall be replace at the Contractor's expense. 
2) Kilgore College will repair any damaged property (that is not part of the irrigation system) caused by The 

Contractor's operations and College will bill Contractor for full cost of said repair. 
3) Damage to or theft of landscaping installations not caused or allowed by the Contractor shall be corrected at 

College’s expense upon receipt written approval by the Facilities Director. 
4) The Contactor shall be responsible for cost of replacement of property such as broken windows caused by 

workers while providing services. 

v. Guaranty and Replacement: 
1) Force Majeure: In the case where any existing plants are damaged or killed beyond the reasonable control of 

the Contractor such as a result of hail, wind, lighting, fire, freeze, theft, vandalism, construction operations or 
occupancy of building, the Contractor shall list the item and location and submit a report to the Facilities 
Director. 

2) Any damaged plant materials approved for removal and replacement by Kilgore College shall be the 
responsibility of the Contractor from the date of installation and acceptance through the term of the contract. 

3) At any time during the guaranty period, any dead plant shall be replaced within three (3) weeks at College’s 
request. 

w. Warranty of Services: 
Definitions: 

1) “Acceptance” as used in this clause, means the act of an authorized representative of Kilgore College 
Facilities Director by which College assumes for itself, approval of specific services, as partial or complete 
performance of the Contract must be in writing. 

2) “Correction” as used in this clause, means the elimination of a defect. 
 

3) Notwithstanding inspection and acceptance by College or any provision concerning the conclusiveness 
thereof, the Contractor warrants that all services performed under this Contract will, at the time of acceptance, 
be free from defects in workmanship and conform to the requirements of this Contract. Kilgore College shall 
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give written notice of any defect or nonconformance to the Contractor within a one-year period from the date of 
acceptance by College. This notice shall state either (1) that the Contractor shall correct or re-perform any 
defective or non-conforming services at no additional cost to College, or (2) that College does not require 
correction or re-performance. 

4) If the Contractor is required to correct or re-perform, it shall be at no cost to Kilgore College and any services 
corrected or re-performed by the Contractor shall be subject to this clause to the same extent as work initially 
performed. If the Contractor fails or refuses to correct or re-perform, Kilgore College may, by contract, 
otherwise correct, or replace with similar services and charge to the Contractor the cost occasioned to Kilgore 
College thereby, or make an equitable adjustment in the Contract price. 

5) If College does not require correction or re-performance, College shall make an equitable adjustment in the 
contract price. 

 
x. Additions and Deletions: 

Kilgore College, by written notice to the Contractor, at any time during the term of this contract, may add or delete 
like or similar equipment, locations and/or services to the list of equipment, locations and/or services to be 
performed. Any such written notice shall take effect on the date stated in the notice from the College. The 
Contractor will be requested to provide a monthly fee equal to their normal and customary charges or rates for the 
equipment, locations and/or services requested. 

 
y. Estimated Quantities Not Guaranteed: 

The estimated quantities specified herein are not a guarantee of actual quantities, as College does not guarantee any 
particular quantity of landscaping and grounds maintenance services during the term of this contract. The quantities 
may vary depending upon the actual needs of the user Department. The quantities specified herein are good faith 
estimates of usage during the term of this contract. Therefore, Kilgore College shall not be liable for any 
contractual agreements/obligations the Contractor enters into based on all the quantities specified herein. 

 
13. Vendor Qualifications 

Vendor must provide proof with their proposal of their ability to meet the minimum qualifications set forth under the 
Scope of Services. 

Vendors are instructed to provide a brief summary of the vendor’s safety history for the past two (2) years. This 
narrative should site any hazardous safety incidents and actions to correct such incidents in the future. 

 
14. Additional Information 

The final authority to approve or disapprove delivered products and/or services lies with Kilgore College. In the event 
products delivered do not meet specification quality level, or do not perform as specified in this proposal, the supplier 
will replace the items, at no additional cost to College. 

If Kilgore College, in the exercise of its best judgment, determines the supplier's process for the delivery of services is 
unsafe or hazardous to life or property, College will suspend the process until the supplier takes corrective action. No 
allowance will be made for a supplier’ waste, loss, breakage, damage or difficulties. 
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