
 
 
 
 
 
 
 
 

 

 

REQUEST FOR PROPOSAL 
 

REC-2026-01 
 
 

Cleaning and Janitorial Contracted Services at  
Municipally Owned Buildings 

 
 
 

 
 
 
 
 
 
 
 
 
 

 

Jeff Johnston 
Manager of Parks, Recreation & Facilities 

613-382-2149 Ext 1127 
recmanager@gananoque.ca 

  

mailto:recmanager@gananoque.ca


RFP REC-2026-01 
 

 

NOTES TO RESPONDENT: 
 
 
PROPOSAL      REC-2026-01 
 
 
RFP FOR:  For the Cleaning and Janitorial Contracted Services 

at Municipally Owned Buildings 
 
 
DEADLINE FOR SUBMISSIONS:  March 4, 2026 at 10:00 AM EST 
 
SUBMISSIONS OPENED:   March 4, 2026 following closing  
 
DEADLINE FOR INQUIRIES:   February 24, 2026 at 4:00 PM EST 
 
REGISTRATION AND    Proposals are available through Biddingo at 
SUBMISSION:    www.biddingo.com.   
 
ADDENDA: Addendums will be available through Biddingo at 

www.biddingo.com should there be any 
 
PRE-SUBMISSION MEETNG: A site visit is mandatory and to be set up during 

normal business hours by February 19th, 2026 with 
the Town Contact (information below). All questions 
asked at the site visit/meeting must be put in writing 
and submitted to the Town and the response from 
the Town will be sent to all Proponents as an 
Addendum no later than 4:00 PM on February 26th, 
2026.   

LATE SUBMISSIONS:  Proposals received after the RFP deadline will not 
be accepted. Proposals not submitted as 
prescribed, will not be accepted. 

 
 

CONTACT FOR RFP:  The Town Contact is Robert Kennedy. All questions 
regarding this RFP must be submitted in writing 
and by email to Robert Kennedy, Superintendent of 
Parks and Facilities facilities@gananoque.ca. The 
deadline to submit questions is February 24th, 2026 
by 4:00 P.M.  

http://www.biddingo.com/
http://www.biddingo.com/
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I. GENERAL 
 

The Town of Gananoque, otherwise referred to as “The Town”, is seeking 
Proposals from qualified businesses to provide cleaning and janitorial services at 
municipally owned buildings as defined in this RFP.   
 
Interested Respondents must submit their Proposal online using 
www.Biddingo.com no later than the submission deadline.  
 

Interested and qualified firms or individuals are invited to develop and submit a 
Proposal setting out their qualifications, experience and conceptual Proposal to 
achieve The Town's goals. The Town will consider entering into a contract for the 
most acceptable Proposal, which will be determined having regard to the 
evaluation factors set out in this RFP. 
 
The RFP will adhere to the dates as identified in the Notes To Respondent, unless 
The Town elects to alter the dates, in which event, the proponents shall be notified 
of the change. 

 
The Terms and Conditions set out in this RFP shall apply to all submissions. 
Proposal submissions indicate the proponent’s acceptance of all the Terms that 
follow, and which are included in any Addenda issued by The Town. Provisions in 
the Proposals which contradict any Terms of this RFP will be treated as if not written 
and do not exist. 
 

 

II. PRE-SUBMISSION TOUR/SITE MEETING 
 

If there is a mandatory pre-submission tour/site meeting, it will be described in the 

Notes To Respondent. Although The Town will not be obligated to accommodate 

any additional requests for a tour/meeting, The Town reserves the right to schedule 

an additional meeting if extenuating circumstances apply. The Town shall do so at 

its sole discretion based on the circumstances. 

 

 

III. QUESTIONS CONCERNING REQUEST FOR PROPOSAL (RFP) 

1. All questions/inquiries must be submitted in writing. All written inquiries shall be 
submitted to the RFP Contact, as outlined in the Notes To Respondent. 

 
2. Should any respondent have questions concerning the proposed project, find 

discrepancies or omissions in the solicitation document or otherwise require 
clarification, such matters must be submitted, in writing, to the RFP Contact 
named in the Notes to Respondent at least three (3) business days prior to the 
proposal deadline in order to provide sufficient time to respond.  

 

3. No interpretation or clarification of the meaning of any part of this RFP will be 
made orally to any respondent. 

 

http://www.biddingo.com/
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4. Copies of all questions and answers, and any Addenda to supplement the 
Proposal, will be available through www.Biddingo.com no later than three (3) 
business days prior to the RFP deadline. Only formal written responses to 
properly submitted questions will be binding on The Town. All questions must 
be submitted with the email subject line: Question(s) REC-2026-01.  Any such 
clarifications or addenda shall become part of this Proposal.  All addendums 
must be confirmed and signed off that they were read.  The Town reserves the 
right to extend the deadline for questions if required. 

 
5. All inquiries and other communications throughout the RFP period are to be 

directed ONLY to the municipal contact named in the Notes To Respondent. 
Proponents must not attempt to communicate directly or indirectly with any 
employee, contractor, elected official or other representative of The Town, 
including the Evaluation Team. Non-compliance with this condition during the 
RFP period may (for that reason alone) result in disqualification of a Proposal. 

 
 

IV. PREPARATION AND SUBMISSION OF PROPOSALS 
 

1. Proponents shall prepare a Proposal addressing all the requirements of this 
RFP. The Proposal must include:  Form of a Revocable Offer, completed and 
signed, and the Proposal Submission Forms, completed and signed, as set out 
in this RFP. The Proponent's signature indicates acceptance of the Scope of 
Services and Terms and Conditions as set out herein.  

 
2. It is essential that all elements contained in each submission be stated in a clear 

and concise manner. Failure to provide complete information as requested will 
be to the Bidder’s disadvantage. 

 
3. Proposals will be evaluated in accordance with the mandatory requirements as 

detailed in IX Evaluation. Proponents are instructed to address each 
requirement in sufficient depth to permit a complete requisite analysis and 
assessment by the Evaluation Team. Only proposals found to meet the 
mandatory requirements will be further evaluated in accordance with the 
evaluation criteria subject to point rating as detailed herein. 

 

4. The Proposal must be received prior to the RFP Closing Date and Time as set 
out in the Notes to Respondent. 

 
5. Submissions received will be held in strict confidence until after the closing date 

and time. 
 

6. Submissions will be accepted via Biddingo at www.biddingo.com. Hard copies 
will not be accepted. 

7. The Proposal must be in English.  
 

8. The Proposal must contain fixed prices for all services to be provided and must 
be included in the Proposal Submission Forms as required. 

http://www.biddingo.com/
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9. The Proponent must attend an interview with The Town, if requested. 
 
Validity of Proposal: 
All Proposals must remain open for acceptance for a period of not less than 90 
days after the closing date of the RFP. After the RFP closing date, no amendments 
to the Proposal will be accepted. However, during the evaluation, The Town may 
require clarification from, or conduct interviews with Proponents. 

 
 

V. REVIEW 
 

1. The Town of Gananoque reserves the right to select contractors based on 
project proposal, pricing, experience, reputation, risk management and 
schedule. 

 

2. Review and Evaluation of Proposals will be performed by an Evaluation Team 
which may include Council members and Staff of The Town.  

 
3. The acceptance and award of a Proposal is subject to the approval of Council. 
 
4. Upon selection of the finalist, The Town may, if necessary, begin scope 

clarifications, draft contract revisions and final price negotiations in order to 
comply with the budget set out for this activity. Should the negotiations fail to 
result in an executed contract with the preferred respondent, The Town may, at 
its sole discretion, elect to terminate negotiations with the preferred respondent 
and begin negotiations with the second most preferred respondent (and so on) 
or cancel the procurement process in its entirety. 

 
5. Prior to commencing any work, the successful respondent will be required to 

enter into a contract with The Town. Price adjustments to reflect process and/or 
scope modifications may be negotiated after selection by The Town. 

 
6. The lowest Bid may not necessarily be accepted. 
 
7. The Corporation of the Town of Gananoque reserves the right to cancel this 

RFP at any time for any reason, prior to an official contract/agreement being 
signed. 

 
 

VI. TERMS AND CONDITIONS 

The following Terms and Conditions are deemed to be accepted by all firms or 
individuals submitting a Proposal in response to this RFP, and are deemed 
incorporated into every contract resulting from this RFP: 
 
1. Proponents are solely responsible for their own expenses in preparing a 

Proposal and for subsequent interviews and negotiations with The Town, if any. 
If The Town elects to reject any or all Proposals, The Town will not be liable to 
any proponent for any claims, whether for costs or damages incurred by the 
proponent in preparing the Proposal, loss of anticipated profit in connection with 
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any final contract, or any other matter whatsoever. 
 
2. The Proponent, by submitting a Proposal, agrees that it will not claim damages, 

for whatever reason, relating to the contract or in respect to the competitive 
process. The proponent, by submitting a Proposal, waives any claim for loss of 
profits if no contract is made with the proponent. 

 
3. Each Proponent is deemed to expressly declare and warrant in the Proposal 

that: 
 

a. The prices in this Proposal have been arrived at independently from those 
of any other proponent. 

b. The prices in this Proposal have not been knowingly disclosed by the 
proponent, and will not knowingly be disclosed prior to award, directly or 
indirectly, to any other proponent or competitor. 

c. No attempt has been made, nor will be made, to influence any other firm 
or individual to submit or not to submit a Bid for the purpose of restricting 
competition. 

d. This Proposal is in all respects fair and without collusion or fraud. 
e. The proponent is competent to perform the work as described in this RFP, 

and has the necessary qualifications, knowledge, skill and experience to 
perform the work. 

 
4. This RFP shall not be construed as an agreement to purchase goods or 

services. The Town is not bound to enter into a contract with the Bidder who 
submits the lowest-priced proposal, or with any Bidder. Proposals will be 
assessed in light of the evaluation criteria. The Town will be under no obligation 
to receive further information, whether written or oral, from any Bidder. 

 
5. Neither acceptance of a Bid, nor execution of a contract will constitute approval 

of any activity or development contemplated in any Proposal which requires any 
approval, permit or license pursuant to any federal or provincial law, or 
municipal bylaw. 

 
6. Notice, in writing, to a Proponent that it has been identified as the successful 

proponent, and the subsequent full execution of a written contract will constitute 
a contract for the goods or services, and no proponent will acquire any legal or 
equitable rights or privileges relative to the goods or services until the 
occurrence of both events. 

 

7. By submitting a Proposal, the Bidder agrees that should their Proposal be 
successful, they will enter into a contract with The Town that includes, at a 
minimum and without limitation, the clauses set out in the Terms Of Conditions 
of this RFP. 

 
8. While The Town has used considerable efforts to ensure information in this RFP 

is accurate, the information contained in this RFP is supplied solely as a 
guideline for proponents. The information is not guaranteed or warranted to be 
accurate by The Town, nor is it necessarily comprehensive or exhaustive. 
Nothing in this RFP is intended to relieve proponents from forming their own 
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opinions and conclusions, with respect to the matters addressed in this RFP. 
 
9. Proponents are solely responsible for familiarizing themselves, and ensuring 

that they comply, with the laws applicable to the collection and dissemination of 
information, including resumes and other personal information concerning 
employees and employees of any subcontractors. If this RFP requires Bidders 
to provide The Town with personal information of employees, Bidders shall 
ensure they have obtained consent from the employees before forwarding such 
information to The Town. By submitting a proposal, the Bidder consents to the 
use and collection of all personal information contained in the Proposal and 
specifically acknowledges and agrees that such information may be made 
public by The Town, without additional consent from the Bidder. 

 
10. The successful Proponent shall be required to provide Commercial General 

Liability Insurance, in an amount no less than $5,000,000. WSIB coverage shall 
be provided as required. Errors and omissions insurance shall also be required 
in a form and amount satisfactory to The Town. The Town shall be named as 
an additional insured on all policies of insurance and the successful Bidder shall 
provide proof of insurance as required. 

 
11. The Proponent agrees to abide by all laws, rules, regulations, by-laws, legal 

requirements and codes covering the class or character of the work to be 
executed including but not limited to Workers Compensation, Employment 
Insurance, Fair Wage Program, as applicable and to pay all costs in connection 
with same. The Proponent is required to obtain all applicable permits associated 
with the works. 

 
12. Persons employed on the work must be fully qualified to perform the work 

required.  The Proponent will comply with the provisions of the Ontario 
Contractors Hours and Wages Act, the Construction Lien Act (1999), 
Employment Standards Act and the Ontario Health and Safety Act.  The 
Proponent shall comply with Ontario Regulation 644/88 – Workplace 
Hazardous Information System (WHMIS) wherever and whenever controlled 
products are used within the scope and duration of this agreement.  Proponents 
working on the Town property in any capacity are responsible that their 
employees work in strict accordance with the Occupational Health and Safety 
Act and all its pertaining regulations.  Failure to comply with the Act and 
regulations made under the Act will be deemed to be failure to comply with the 
terms of the agreement.  The Town may, without further authorization or 
authority, take all or part of the work out of the Proponent’s hands as described 
in the general Conditions. 

 
13. If, in the absolute discretion of the Town, the Proponent is not performing work 

in a suitable manner and in accordance with the terms of this Agreement, or 
where the Proponent becomes bankrupt or insolvent, delays commencing or 
diligently executing the work, abandons the work or has otherwise failed to 
perform any of the provisions of the agreement, the Town may, without previous 
notice and without process or suit of law, take the work out of the hands of the 
Proponent within 20 days written notice and have it completed by whatever 
means are considered necessary.  In addition to any other remedy available in 
law or equity, the Town may use all monies due on the agreement to complete 



RFP REC-2026-01 
 

the work. 
 
14. The Proponent shall provide adequate protection, to the satisfaction of Town 

representatives to ensure property, work and any other areas are secure from 
damages, theft or vandalism and that there are adequate public safety 
measures in place at work sites. 

 
 

VII. PROVISIONS OF THE AGREEMENT 

The following contractual Terms shall be included in any contract entered into with 
the successful Bidder. The final contract negotiated with the successful Bidder shall 
include, but not be limited to, the Terms set out below: 

1. The Contractor will obtain all licenses and permits required to perform the Work, 
should any be required. 

2. The Contractor will comply with all laws applicable to the Work or performance 
of the Contract. 

3. Any Contract resulting from this RFP will be governed by, and will be construed 
and interpreted, in accordance with the laws of the Province of Ontario. 

4. All disputes arising out of or in connection with the Contract, unless the parties 
agree otherwise, will be referred to and finally resolved by arbitration pursuant 
to the Municipal Arbitrations Act. 

5. The Contract and the financial obligations of The Town, pursuant to the 
Contract, are subject to sufficient available funding within the municipal budget 
to enter into and complete the Contract. 

6. Any Contract resulting from this RFP will require that the Contractor indemnify 
and save harmless The Town, its employees, elected officials and agents from 
and against all claims, demands, losses, damages, costs and expenses made 
against or incurred, suffered or sustained by The Town at any time or times 
(either before or after the expiration or sooner termination of this Contract) 
where the same or any are based upon or arise out of or from any action or 
omission to be done by the Contractor or by any servant, employee, officer, 
director or sub-contractor of the Contractor pursuant to the Contract excepting 
always liability arising out of the independent acts of The Town. 

7. Any Contract resulting from this RFP shall require that the Contractor, without 
limiting its obligations or liabilities, and at its own expense, provide and maintain 
throughout the Contract term, insurance acceptable to The Town. The 
Contractor will provide The Town with a Certificate of Insurance naming the 
Town as an additional insured. 

8. The Town will be the owner of the intellectual property rights in the design 
developed through the Contract. 

9. For billing purposes, payment will be made on a monthly basis. The Town’s 
terms of payment are net thirty (30) calendar days upon receipt of invoice. 
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10. Each location shall be invoiced separately and shall detail the following 
information: 
 

a. Invoice Number 
b. Date 
c. Name of Town contact for services performed 
d. Location of services 
e. Description of services performed 
f. Breakdown of materials, equipment used and unit costs 
g. Signed daily worksheet/report (if applicable) 

 
 

VIII. DESCRIPTION OF PROCUREMENT PROCESS 

The Town reserves the right to: 
 
1. Supplement, add to, delete from or change this solicitation document; 
 
2. Reject any or all Proposals or information received pursuant to this RFP; 
 
3. Cancel this RFP at any time, with or without the substitution of another RFP; 

 
4. Request additional data or information after the submittal date, if such data or 

information is considered pertinent to aid the review and selection process; 
 
5. Conduct investigations with respect to the qualifications and experience of each 

respondent. This includes investigating references that may not be listed in the 
proposal; 

 
6. Take any action affecting the RFP or the services or facilities subject to this 

RFP that would be in the best interest of The Town; 

 
7. Require one or more respondents to supplement, clarify or provide additional 

information in order for The Town to evaluate the submitted Proposals; 
 
8. The Town is not bound to accept the lowest price submission. 
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IX. EVALUATION 
 

The Evaluation process will be based on the following categories for a total of 100 
points: 

 

 
BEST VALUE EVALUATION CRITERIA 

WEIGHTED 
SCORE 

1. Overall Quality of Project Design and Proposal 40% 

2. 
Price – Costing Proposal 

 

Note: The Town will evaluate total fees based on value 
40% 

3. Experience and Reputation 10% 

4. Project Work Plan/Schedule 5% 

5. Risk Management Plan 5% 

 TOTAL    100% 

 
The Bidder with the highest overall Evaluation Score may be identified as the 
successful Bidder and provided an opportunity to negotiate a contract to perform 
the work. 

 
 

X. SITE LOCATION 
 

A. Town Hall Administrative Office    30 King Street East 
B. Gananoque Emergency Services Building  340 Herbert Street 
C. Gananoque Public Works Office   665 Charles Street North 

(includes Garage office/locker room/admin office) 
D. Customs Building, Waterfront    115 Water Street 

 
 

XI. SCOPE OF SERVICES 
 

Janitorial and cleaning firms are required to submit a detailed Proposal to complete 

the main focuses of the Scope of Work, which include but are not limited to: 

 

Scope of Work 
 
The Corporation of the Town of Gananoque is soliciting for quotations (RFQ) from 
responsible Proponents who have the necessary qualifications and experience to 
provide the type of services described in this Scope of Services.  
Provide the Corporation of the Town of Gananoque with a high level of cleaning 

services for the buildings listed above.  The contractor must provide: quality 

equipment, cleaning products associated with the commercial cleaning industry 
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and be capable of performing this work in a safe and efficient manner as outlined 

in the specifications for each building.  Contractor’s staff should have a good work 

relationship with Town employees and maintain a high level of security while in all 

locations. 

The term of the contract(s) will be three (3) years. The contract(s) may be extended 

at the Town’s discretion for additional one (1) year terms. 

▪ All materials, products and equipment supplied for the work shall be new, of the 
best quality and as far as possible, unless otherwise specified, of Canadian 
origin and manufacture. 

 
▪ The proponent is responsible to verify and measure all specifications. 
 
▪ The proponent is responsible for all sub-contractors (if applicable). 
 
▪ The proponent is responsible for all necessary permits. 
 
▪ The proponent is responsible to abide by all federal, provincial and municipal 

laws and their governing bodies to ensure the work meets and if possible, 
exceed all guidelines and policies that are mandated. 

 
▪ The proponent is responsible for repairing any damage incurred to Town owned 

or privately owned property. 
 
▪ The proponent is required to have a good working relationship with Town 

employees and other contractors and maintain a high level of professionalism 
and respect for Town property and facilities.  

 
▪ Co-operate with the Town and arrange for all work to be completed, and report 

in writing to the Superintendent of Parks and Facilities any difficulties 
encountered in completing the work. 

 
▪ Provide cost estimates for all projected work  
 
▪ The proponent must execute all services work according to high standards of 

safety and professional quality work in accordance with the XI – Scope of 
Services section as well as any directions provided by the Town and its staff.   

 
▪ The proponent shall provide consultation services and recommend solutions to 

satisfy all relevant laws and regulations. 
 
The Proposal must include the signed Form of Irrevocable Offer as contained in 
the RFP documents. The Proponent's signature indicates acceptance of the terms 
and conditions set out herein. Ensure that the signatory has authority to commit the 
organization.  
 
Proposal should be concise and should address, but not necessarily be limited to, 
the requirements and evaluation criteria set out in this RFP.  Proposals will be 
evaluated in accordance with the requirements as detailed in Review/Evaluation 
above. Proponents are instructed to address each requirement in sufficient depth 
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to permit a complete requisite analysis and assessment by the Evaluation Team. 
Only Proposals found to meet the mandatory requirements will be further evaluated 
in accordance with the Evaluation Criteria. 
 
The Proposal shall include a fixed lump sum price for undertaking the Scope of 
Work/Services as described in this RFP. The fee proposal shall include any sub-
consultants and all disbursements. The Proposals shall be all inclusive and must 
include the deliverables identified, any unforeseeable deliveries for a project of this 
nature and complexity as described in this RFP and based on the site visit.  
 

1) The Town will be responsible for the purchase of the following materials and 

supplies: 

a. Garbage bags 

b. Soap, including sanitizing chemicals,  

c. Toilet paper 

d. Paper towels 

e. Toilet cleaner  

f. Light bulbs 

 

Note:  Each facility will store these products for the cleaning contractor to access.  

These products will be bought by the Town’s purchasing account. 

(Currently using Swish Products) 

 

2) The Contractor will be responsible to provide the following, unless noted. 

a. Vacuum cleaner, floor cleaner and related equipment 

b. Brooms, dust pans, dusting equipment and related equipment 

c. Mops and related equipment 

d. Floor cleaner for carpet shampoo 

e. Window cleaning supplies for bi-annual cleaning  

 

3) The Contractor is to notify the appropriate facility contact staff by e-mail when 

materials and supplies are needed. Upon signing an agreement for services, 

the Town will provide a current staff facility contact list with updated staff phone 

numbers and email address information.  

The Proposal should include a history of the firm, including details of comparable 
projects and previous experience in electrical infrastructure design and 
contracting.  The Proposal must Include sufficient detail to allow the Evaluation 
Team to understand your role in the project, the value added by your 
participation, and all relevant information necessary to assess your qualifications 
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to undertake the Scope of Services.  
 

Ontarians with Disabilities Act 
The Proponent shall acknowledge their awareness of and all measures that will 
be taken to comply with the Ontarians with Disabilities Act. 

 

XII. SITE SPECIFIC TASKS 
 

Part “A” Town Hall - 30 King Street East 

 

The contractor is responsible for the proper care of the building contents and the 

performance of all duties, which pertain to good housekeeping.  If offices are 

inaccessible, the contractor is not responsible to perform these duties in those 

offices.  Cleaning works will be carried out after the business hours of 8:30 am - 

4:30 pm Monday - Friday unless otherwise approved by the Contact Person.  The 

contact person for this building is the Superintendent of Parks and Facilities.     

 

Daily Maintenance Services (five days per week) 

▪ Check log book for requests/comments.  The logbook for this building is located 

in the designated janitorial space in Town Hall.  

▪ Paper towels, soap, and toilet tissue will be replenished as required 

▪ Clean and sanitize all bathrooms; including basins, bowls, urinals, showers, 

mirrors, taps, floor and waste containers.  Remove scale and stains as required 

▪ Clean and sanitize kitchen area; including sinks, taps, countertops, microwave, 

coffee area and waste containers.  Remove scale and stains as required 

▪ All waste receptacles will be emptied and waste removed.  The collected refuse 

will be removed to a specified area for garage and recycling pick-up 

▪ Vacuum mats and clean uncarpeted floor; spot clean as required 

▪ Dusting and damp wipe surface areas including front counter, lunch room table, 

kitchen counter, and 1st floor meeting room table and hallway cabinets.  Desks, 

tables and credenzas in staff workplaces are to be cleaned provided they are 

free and clear of paperwork as well as office chairs. 

▪ Finger marks will be removed as required from light switches, handles, 

windows, doors etc. 

Weekly Maintenance Services (Fridays or Weekends) 

▪ All lobby furniture will be dusted or damp wiped weekly 

▪ Vacuum all mats and carpets; spot clean as required 

▪ Clean tiles, stairwells, uncarpeted areas according to requirements with 

necessary attention being given as needed during winter months 

▪ Window sills and wood staircase to be dusted 
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▪ Telephones be wiped using a germicidal detergent as a preventative measure 

against infection.  Keyboards and keyboards trays be dusted and cleaned as 

required 

 

Monthly Maintenance Services 

▪ All ledges, projections, and banisters shall be dusted 

▪ High dusting (light fixtures etc.) clean of air return vents 

▪ Clean and dust meeting room chairs, tables and couches and hallway furniture 

 

Semi-Annual Maintenance Services (completed in May and November unless 

otherwise noted) 

▪ Windows and frames will be cleaned inside and outside 

▪ Wash all bathroom walls 

▪ Wash all light fixtures and remove insects 

▪ Wash doors, door frames, baseboard and trim 

▪ Polish wood 

▪ Clean all light fixtures  

▪ Carpet shampoo will be conducted, once a year 

▪ Flooring on first and second floor to be treated/buffed, once a year 

 

Note: It is the responsibility of the contractor to coordinate the semi-annual 

maintenance services with the listed facility contact staff.  The dates for these 

services shall be arranged by the contractor with the confirmed service dates 

provided to the contact staff representative a minimum 3-weeks prior to the 

scheduled service work date.  

 

Additional Responsibilities: 

▪ The contractor is responsible to open and lock-up and ensure all alarms are set 

in the Town Hall 

▪ The contractor will immediately bring to the attention of the appropriate staff, 

any unsafe condition which may exist 

▪ The contractor will notify the appropriate staff of required and low supplies 

▪ Garbage and recycling is to be disposed of at the rear of the building in the 

garbage receptacles 

▪ Note:  Generally Wednesday evenings are Council meetings in the Council 

Chambers.  Cleaning should not be done during Town Council Meeting times.  

▪ Note: A log book will be provided for this building, provided at the site and must 

be filled out for each cleaning visit.  
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Part “B” Emergency Services Building - 340 Herbert Street 

   

The contractor is responsible for the proper care of the building contents and the 

performance of all duties, which pertain to good housekeeping.  If offices are 

inaccessible the contractor is not responsible to perform these duties in those 

offices. The contacts for this building are the Police Chief and the Fire Chief.  

Cleaning services will be carried out at an approved time made with the contact 

persons for this facility.  

 

Daily Maintenance Services between 5:00pm and 10:00pm (seven days per week)  

▪ Check log book for requests/comments.  The logbook for this building is located 

at the Police Dispatch desk.  

▪ Paper towels, soap, and toilet tissue will be replenished as required 

▪ Damp-mop with soap and clean water in uncarpeted areas 

▪ Vacuum mats in main foyer area 

▪ **Daily**Clean and sanitize all bathrooms and showers; including basins, bowls, 

urinals, showers, mirrors, taps, floor and waste containers.  Remove scale and 

stains. 

▪ Clean and sanitize kitchen areas; including tables, sinks, taps, countertops, 

microwave, coffee area, waste containers and other appliances.  Remove scale 

and stains as required 

▪ All waste receptacles will be empties, waste removed. The collected refuse will 

be removed to rear parking lot receptacles garbage and recycling pick-up. 

Cleaners to conduct separation of recycle/garbage before deposit into the final 

collection location when required.  

▪ Cells shall be swept and damp mopped, with walls washed.  

▪ Police vehicles to be cleaned and sanitized 

▪ Light bulbs to be changed when required 

▪ Dusting and damp wipe surface areas including front counters, meeting room 

tables, cabinets.  Desks and tables and credenzas in staff workplaces are to be 

cleaned provided they are free and clear of paperwork.  

▪ Smudges and finger marks will be removed as required from light switches, 

handles, etc. Remove scuff marks from walls and baseboards as required 

▪ Glass windows and doors. 

 

Weekly Maintenance Services 

▪ Vacuum all mats and carpets; spot clean as required 

▪ Damp-mop Work Out Room and Garage 
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▪ Clean and sanitize all interview rooms and communications room 

▪ Bathrooms and shower partitions, walls and floors to be cleaned with a 

disinfectant cleaning agent.  

▪ Telephones be wiped and using a germicidal detergent as a preventative 

measure against infection.  Keyboards and keyboards trays be dusted and 

cleaned as required. 

 

Monthly Maintenance Services 

▪ All ledges, projections, and banisters shall be dusted 

▪ High dusting (light fixtures etc.) clean of air return vents 

▪ Clean and dust meeting room chairs, tables and couches 

 

 

Semi-Annual Maintenance Services (completed in May and November unless 

otherwise approved) 

▪ Windows and frames will be cleaned inside and outside 

▪ Wash all bathroom walls 

▪ Wash all light fixtures and remove insects  

▪ Wash doors, door frames, baseboard and trim 

▪ Polish wood 

▪ Clean all light fixtures  

▪ Buff all floors 

▪ Clean and polish uncarpeted areas according to requirements with necessary 

attention being given as needed during winter months.   

 

Note: It is the responsibility of the contractor to coordinate the semi-annual 

maintenance services with the listed facility contact staff.  The dates for these 

services shall be arranged by the contractor with the confirmed service dates 

provided to the contact staff representative a minimum 3-weeks prior to the 

scheduled service work date.  

 

Additional Responsibilities 

▪ Call Outs:  Emergency cleaning of cells and/or cruisers when required.  

Contractor to identify this work as listed on all invoices based on the agreed call 

out rate.  

▪ Carpet shampoo will be conducted once a year, scheduled with appropriate 

staff  
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▪ The contractor will immediately bring to the attention of the appropriate staff, 

any unsafe condition which may exist 

▪ The contractor will notify the appropriate staff of required and low supplies 

▪ Garbage and recycling is to be disposed of at the rear of the building in the 

garage receptacles 

▪ Note: A log book will be provided for this building, provided at the site and must 

be filled out for each cleaning visit.  

 

 

Part “C” Public Works (Admin. Office/Garage Office & Locker Room)  

   665 Charles Street North  

   

The contractor is responsible for the proper care of the building contents and the 

performance of all duties, which pertain to good housekeeping. Cleaning works will 

be carried out after the business hours of 7:00 am - 4:00 pm Monday - Friday unless 

otherwise approved by the Contact Person. If offices are inaccessible the 

contractor is not responsible to perform these duties in those offices. The contact 

for this facility is the Public Works Technical Assistant. Work will be carried out at 

an approved time made with the contact person of this facility.  

 

Maintenance Services (two days per week – Tuesday and Thursday) 

▪ Check log book for requests/comments, the logbook for this facility is located in 

the entrance hallway to the staff office building.  

▪ Paper towels, garbage bags, soap, and toilet tissue will be replenished as 

required from Town stock. 

▪ Clean and sanitize all bathrooms and showers; including basins, bowls, urinals, 

showers, mirrors, taps, floor and waste containers.  Remove scale and stains 

as required 

▪ Clean and sanitize kitchen area; including tables, sinks, taps, countertops, 

microwave, coffee area, waste containers and other appliances.  Remove scale 

and stains as required 

▪ All waste receptacles and recycling bins will be emptied. The collected refuse 

will be removed to a specified area for garbage and recycling pick-up 

▪ Vacuum/sweep uncarpeted floor area, mopping at least once a week and spot 

clean as required.  

▪ Vacuum all mats and carpets; spot clean as required 

▪ Clean uncarpeted areas according to requirements with necessary attention 

being given as needed during winter months 
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▪ Dust and damp wipe surface areas including tables and counter. Dust and wipe 

desks, tables and credenzas in workspaces provided they are free and clear of 

paperwork 

▪ Smudges and finger marks will be removed as required from light switches, 

handles, etc. Remove scuff marks from walls and baseboards as required. 

▪ Telephones must be wiped and sanitized using a germicidal detergent as a 

preventative measure against infection.  Keyboards and keyboards trays must 

be dusted, sanitized and cleaned as required. 

 

Monthly Maintenance Services 

▪ All ledges, projections, shall be dusted 

▪ High dusting clean of air return vents and light fixtures etc.  

▪ Clean and dust meeting room chairs, tables and couches 

 

 

Semi-Annual Maintenance Services (completed in May and November) 

▪ Windows and frames will be cleaned inside and outside 

▪ Wash all light fixtures and remove insects 

▪ Wash doors, door frames, baseboard and trim 

▪ Scrub and polish all floors; schedule with appropriate staff 

 

Note: It is the responsibility of the contractor to coordinate the semi-annual 

maintenance services with the listed facility contact staff.  The dates for these 

services shall be arranged by the contractor with the confirmed service dates 

provided to the contact staff representative a minimum 3-weeks prior to the 

scheduled service work date.  

 

Additional Responsibilities: 

▪ The contractor is responsible to open and lock-up and ensure all alarms are set 

in the Public Works office and garage.  A code will be provided for the yard gate.   

▪ The contractor will immediately bring to the attention of the appropriate staff, 

any unsafe condition which may exist 

▪ The contractor will notify the appropriate staff of required and low supplies 

▪ Garbage and recycling is to be disposed of at the rear of the building in the 

garage receptacles 

▪ Log book for both buildings will be provided at the site and must be filled out for 

each visit 
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Part “D” Customs Building – 115 Water Street 

 

The contractor is responsible for the proper care of the building contents and the 

performance of all duties, which pertain to good housekeeping.  The Contact 

person for this building is the Superintendent of Parks and Facilities.  Work will be 

carried out at an approved time made with the contact person for this facility.  

 

Weekly Maintenance Services (May to October)  

With cleaning conducted once a week each Thursday  

▪ Check with the Superintendent of Parks and Facilities for notes and additional 

cleaning instructions.   

▪ Paper towels, soap, and toilet tissue will be replenished as required 

▪ Clean and sanitize all bathrooms; including basins, bowls, urinals, showers, 

mirrors, taps, floor and waste containers.  Remove scale and stains as required 

▪ All waste receptacles will be emptied and waste removed.  The collected refuse 

will be removed to a specified area for garbage and recycling pick-up.   

▪ Dusting and damp wipe surface areas of desks/tables weekly 

▪ Vacuum mats; spot clean as required 

▪ Clean flooring according to requirements  

▪ Doors and Window sills to be dusted and damp wipe, if necessary 

▪ Finger marks will be removed as required from light switches, handles, etc. 

▪ Telephones be wiped using a germicidal detergent as a preventative measure 

against infection.  Keyboards and keyboards trays be dusted and cleaned as 

required 

 

Annual Maintenance Services (Early May prior to seasonal schedule) 

▪ Windows and frames will be cleaned inside and outside 

▪ Wash all bathroom walls 

▪ Wash all light fixtures and remove insects 

▪ Wash doors, door frames, baseboard and trim 

▪ Clean all light fixtures  

▪ Wash and treat flooring 

 

Note: It is the responsibility of the contractor to coordinate the semi-annual 

maintenance services with the listed facility contact staff.  The dates for these 

services shall be arranged by the contractor with the confirmed service dates 

provided to the contact staff representative a minimum 3-weeks prior to the 

scheduled service work date.  
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Note: A log book will be provided for this building, provided at the site and must be 

filled out for each visit. 
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FORM OF IRREVOCABLE OFFER 
 

I, _____________________________________________hereby offer to provide the 
requirements under Request for Proposal REC-2026-01 to the Corporation of the Town 
of Gananoque according to the Terms set out in this Proposal as well as in the RFP, 
including the requirement for an acceptance by a formal contract acceptable to The 
Town. I also agree that this irrevocable offer shall be open to acceptance by The Town 
for a period of 120 days from the RFP closing date.  
 
 
 
 

 

Witness  Signature 

  Name 

  Title 

  Address 

  City/Province 

  Telephone 

  Fax Number 

  Email 
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PROPOSAL SUBMISSION 
 

I/We the undersigned have read and understand this Proposal document, and 

herewith agree to perform the Scope of Work/Services required in accordance with 

the Proposal document, at the price(s) listed below: 

 
I/We certify that: 
 

1. The party executing this document is an authorized signing authority for the firm.  

 

2. To the best of my/our knowledge and belief the information provided in our 
Proposal submission is correct. 
 

3. Except as expressly and specifically permitted in the instructions to Proponents, 
we shall not have any claim for any compensation of any kind whatsoever, as a 
result of participating in this bid, and by submitting a bid we shall be deemed to 
have agreed that we have no such claim. 
 

4. To the best of my/our knowledge and belief our Bid submission is made without 
any connection, comparison of figures or arrangement with or knowledge of any 
other corporation, firm or person submitting a bid for the same work and is in all 
respects fair and without collusion or fraud. 
 

5. To the best of my/our knowledge and belief no member of Town Council and no 
officer or employee of The Town is, will be, or has, become interested, directly or 
indirectly, as a contracting party, partner, stockholder, surety or otherwise in, or in 
the performance of the Contract, or in the supplies, work, or business to which it 
relates, or in any portion of the profits thereof, or in any of the money to be derived 
therefrom. 
 

6. The Bid submission will remain open for acceptance for a period of 120 (one 
hundred and twenty) calendar days after opening of the bids and The Town may 
at any time within this period accept the Bid. 

 
 

 
Name:  ____________________________________________  (Please print)     

  
Signature:  _________________________________________  

 
Firm:  _____________________________________________ 
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PROPOSAL SUBMISSION 
 

The check boxes are included as a helping tool for your convenience to ensure the 
submission is complete.  (you are not required to check the boxes) 

 

EXPERIENCE OF SIMILAR WORK: 
 

The Proposal should include a history of the firm, as well as relevant experience 

of similar work and references. 

 

 

 

Pursuant to Section 29(1(a) of the Municipal Freedom of Information Act, 
I  , authorize the Corporation of the Town of 

Gananoque to contact any person(s)/companies for the purpose of obtaining reference 
information. 

 

 

SUBCONTRACTORS: 
 

Will sub-contractor services 

be used? 

Yes  ____ If yes, please attach a list of names and 

contact numbers to your submission. 
 

No_____  

 
 

 

PROPOSAL BID: 
 

The Proposal shall include a fixed lump sum price for undertaking the Scope of Work  

described in this RFP. The fee proposal shall include any sub-consultants and all 
disbursements. Bid forms must be used and included in all submissions.  

 

 

ADDENDA: 
 

The Contractor is requested to confirm that it has received all addenda by listing the 

addenda numbers or, if no addenda were issued, “None”: 
 

Addenda Numbers: 

 

 

 

 
 

 

 
 
 



RFP REC-2026-01 
 

REFERENCES EXPERIENCE OF SIMILAR WORK 
 

 

Indicate experience of cleaning and janitorial services provided within the last five (5) 
years similar to the scope of work identified in this RFP. Provide at minimum three 
references of similar work completed. Quotations shall describe each similar project, 
outlining information pertaining to the scope of work and similarities to the proposed work. 
(Please use the sheet below or other preferred presentation method)  
 

Contact information for a representative of the company/individual of each reference should 
be included and will include the representative’s name, phone number and email address. 
 

Note: If the Town is unable to obtain timely reference information from an identified 
company/individual, the reference will be considered unresponsive. 
 

Project Description: 

(Include company that hired you, 

Date completed, Scope of project) 

Contact Name & 
Address: 

Contact Reference 
Phone/Email: 

   

   

 
 
 
 
 
 
 
 
 

  

 

Pursuant to Section 29(1(a) of the Municipal Freedom of Information Act,  

 
I ___________________________, authorize the Corporation of the Town of 
Gananoque to contact any person(s)/companies for the purpose of obtaining reference 
information. 
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PROPOSAL SUBMISSION 
 

DESCRIPTION 
Hourly  
Rate 

Per  
Month 

Call-out  
Rate 

Part “A” 
Town Hall Administrative 
Office 

$ $ $ 

Part “B” 
Gananoque Emergency 
Services Building 

$ $ $ 

Part “C” 
Gananoque Public Works 
Office 

$ $ $ 

Part “D” 
Customs Building, 
Waterfront 

$ $ $ 

 
 

 
 
 

SIGNED AND SUBMITTED FOR AND ON BEHALF OF: 

The undersigned hereby acknowledges and agrees that the RFP has been read and fully 

understood. 

Business Name (please print) Telephone: 

Street Address (please print) Cell: 

City/Town and Postal Code Email:  

Title of Authorizing Representative: Print Name: 

Date: Signature: 

Your completion of this Form confirms acceptance of the Town of Gananoque Terms and 

Conditions. Proponents who impose restrictions on a Bid using a qualifying statement may risk 
having their bid rejected. 

 

COMMENCEMENT AND COMPLETION 
 
Date of Commencement Upon Award: _________________________ 

   
  Date of Completion: _____________________ 
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SCHEDULE ‘A’ 

 

N/A 


