Custodial Services Scope of Work: Fill-In Template
For universities, colleges and government facilities. Replace every [bracket] with your own information and delete what does not apply. This template is meant to be adapted, not used as-is.
1. Facility overview
Owner: [institution / agency name]
Buildings in scope: [number], total cleanable square feet: [__]
Operating hours and occupancy: [academic calendar / agency hours / 24-7 areas]
Contract term: [base period] plus [option periods]
2. Space-type matrix
	Space type
	Sq ft
	Fixtures (restrooms)
	APPA level
	Service window

	Classrooms
	[__]
	n/a
	[2]
	[nights / days]

	Offices
	[__]
	n/a
	[2 or 3]
	[__]

	Restrooms
	[__]
	[toilets / urinals / sinks]
	[2]
	[__]

	Lobbies and corridors
	[__]
	n/a
	[2]
	[__]

	Labs / clinical
	[__]
	n/a
	[__]
	[__]

	Residence-hall common areas
	[__]
	[__]
	[__]
	[__]

	Secured or restricted areas
	[__]
	[__]
	[__]
	[escort required? Y/N]



3. Calendar and exceptions
Breaks, commencement, move-in and move-out, summer turnover: [dates and expected service changes]
Event support: [estimated events per year, on-call terms]
4. Periodic and special services
Floor refinishing: [floor types, frequency]
Carpet extraction: [frequency]
Window and high dusting: [frequency]
Emergency and spill response: [response time]
5. Supplies and green requirements
Who supplies paper, liners and soap: [owner / contractor]
Green certification requirements: [Green Seal / EPA Safer Choice / none]
Equipment requirements: [HEPA vacuums, autonomous equipment allowed or required]
6. Security and personnel
Background checks: [standard required]
Clearance or escort areas: [list]
Key and access-card control: [requirements]
Uniforms and ID badges: [requirements]
7. Quality control and verification
Inspection method: scored to the APPA level for each space type
Minimum inspections: [__ per building per month]
Corrective action trigger: score below [__]%, corrected within [__] hours
Owner access to inspection results: [live system / weekly report]
Physical verification (optional): [ATP testing locations and frequency]
8. Data, reporting and technology
Work-order and inspection system with owner login: [required / preferred]
Service request tracking with response and close times: [required / preferred]
Usage-based scheduling with occupancy or door counters: [required / preferred / not required]
Autonomous equipment coverage reports: [required if proposed]
Training records by employee: [available on request]
Data ownership and end-of-contract export: [format]
9. Staffing
Required with proposal: labor hours by building and shift, production rates used, relief factor, supervisor ratio
Incumbent workforce: [right of first refusal? Y/N]
Key personnel: [project manager qualifications]
10. Transition plan (30 / 60 / 90 days)
Day 1 to 30: staffing, training, keys and badges, baseline inspection
Day 31 to 60: full service at contracted levels, first scored inspection report
Day 61 to 90: data review and schedule adjustments based on actual usage
11. Pricing workbook
Monthly price by building
Periodic services priced separately
Unit prices for added space and event support
Open-book cost detail: [required / not required]
12. Evaluation criteria (set your own weights)
	Category
	Weight

	Technical approach and staffing analysis
	[__]%

	Quality control, verification and reporting
	[__]%

	Technology and data
	[__]%

	Experience and references
	[__]%

	Transition plan
	[__]%

	Price
	[__]%
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