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	This Contract dated this
	     
	 day of
	     
	in the year
	     


BETWEEN

HER MAJESTY THE QUEEN in Right of Alberta

as represented by the

Minister of Infrastructure
(hereinafter referred to as the “Minister”)

OF THE FIRST PART

- and -

	     

	Name of Property Manager

	     

	Address


 (hereinafter referred to as the “Property Manager”)

OF THE SECOND PART


WHEREAS the Minister, pursuant to the provisions of the Government Organization Act (1994), is responsible for the care and maintenance of certain properties used for public works of the Government of Alberta;


AND WHEREAS in the performance of the Minister’s responsibility, Total Property Management services are required from time to time;


AND WHEREAS the Property Manager has agreed to provide such services in respect of the property described as:

Edit Note:  Group similar buildings such as ECS/group homes.

	A.
     
	
	B.
     

	Name and Address of Property

Site No.:      
	
	Name and Address of Property

Site No.:      


	C.
     
	
	D.
     

	Name and Address of Property

Site No.:      
	
	Name and Address of Property

Site No.:      


	E.
     
	
	F.
     

	Name and Address of Property

Site No.:      
	
	Name and Address of Property

Site No.:      


 (hereinafter referred to as the “Property”)


NOW THEREFORE, in consideration of the covenants and agreements set forth herein, the parties agree that:

1.
The Property Manager shall during the term of this Contract, provide such Total Property Management services as set forth in the attached Terms of Contract and Schedules.

	2.
This Contract shall remain in force for the period of
	
	 Years 

	commencing 12:01 a.m., in the year
	     


	3.
The Contract Price is 
	     
	dollars

	and 
	     
	 cents (
	     
	) in Canadian funds.


4.
The following have been included in the Contract Price:



a)
a Management Fee of ______________ ($_____________), and



b)
a Direct Costs allowance of ____________ ($__________).


IN WITNESS WHEREOF, the Property Manager, an Alberta company in good standing with the Registrar of Corporations, has hereunto set his hand and seal on the day and year herein mentioned, and these presents have been signed and sealed by the Minister of Infrastructure of the Province of Alberta, on behalf of Her Majesty the Queen.

Signed, sealed or witnessed,

and delivered by the Property Manager


____________________________________




PROPERTY MANAGER

_____________________________________

____________________________________

SEAL/WITNESS

DATE

Signed, sealed or witnessed,

and delivered by the Minister of Infrastructure,

of the Province of Alberta,

or his duly authorized Representative

____________________________________




[DEPUTY MINISTER]




[ASSISTANT DEPUTY MINISTER]




[REGIONAL DIRECTOR]




[AREA MANAGER]




DEPARTMENT OF INFRASTRUCTURE

_____________________________________
___________________________________

SEAL/WITNESS

DATE
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1.0
GENERAL CONDITIONS

1.1
DEFINITIONS

.1
“Minister” means the Minister of Infrastructure or an authorized representative, and shall be the contact for all communications regarding the Contract.

.2
“Property Manager” means the Firm or an authorized representative who shall be the contact for all communications, and be responsible for the management of the Contract.

.3
“Firm” means a business whether it is a limited company, partnership or sole proprietorship that is registered by the Alberta Business Corporations Act.

.4
“Corporate Officers” means employees of the Firm not directly providing services required by the Contract such as Principals of Corporation and their Administrative Support, Human Resources and Payroll, Occupational Health and Safety Officers, Environmental Specialists, Finance and Accounting Personnel, Information Technologists, Technical Support and Corporate Planning.
.5
“User” means the occupant of the designated area as specified on the Property Information Schedule.

.6
“Work” means all services specifically detailed or implied as required by the Terms of Contract.

.7
“Management Fee” means work defined in General Requirements 2.1 Management Fee.

.8
“Direct Costs” means work defined in General Requirements 2.2 Direct Costs.

.9
“Contract Price” means the total agreed upon price that includes all Management Fee and Direct Costs Work including Existing Contracts forming part of the Work.

.10
“Existing Contract” means a separate agreement or contract, as detailed on Property Information Schedule, which is in effect at the time of tender award, between a person, firm or corporation and the Minister for specific work undertaken on the Property.

.11
“Other Contract” means a separate agreement or contract between a person, firm or corporation and the Minister for specific work undertaken on the Property during the term of this Contract.

.12
“Subcontract” means a separate agreement or contract between a person, firm or corporation and the Property Manager for specific work undertaken on the Property during the term of this Contract.

.13
“Project Management Services” means the delivery of the project and may include arranging consultants, sub-consultants, developing the project scope, preparing the contract documents, managing the tender process, planning, scheduling. Coordinating and supervising the work to final completion and sign off including final inspections and correcting deficiencies.

.14
“Project Management Fee” means the fee paid to the Property Manager for Project Management Services that includes all services required for planning, scheduling, coordinating and delivery of the project including but not limited to the Project Manager’s time, administrative support time, travel, office expenses, profit and overhead.
.15
“On-site Office” means office space that may be provided by the Minister on the Property for use by the Property Manager to coordinate the Work of the Contract.

.16
“Operational Office” means the Property Manager’s normal place of business, not on the Minister’s Property unless covered by a separate lease agreement.

.17
“Property” means all facilities and sites as defined in the contract and the Property Information Schedule.

.18
“Field Staff” means all other persons that are not included in management staff whether employees or independent contractors of the Property Management Firm.

.19
“Quality Assurance” means established guidelines and procedures that ensure Work performed meets or exceeds Terms of Contract and is of an acceptable standard to the User, Property Manager and Minister.

.20
“Fiscal Year” means April 1 to March 31.

.21
“Contract Year” means a 12 month period starting at the commencement of the Contract and subsequent 12 month periods for the duration of the Contract.
1.2
CONTRACT SCOPE AND INTENT

.1
The intent of this Contract is for the Property Manager to provide Total Property Management services including labour, materials and equipment, for all buildings and related equipment, parking areas and grounds.

.2
The Property Manager shall ensure that services are delivered and maintained for the duration of the Contract term based on the information provided in the Property Manager’s Proposal and Mobilization Plan, both of which form part of the Contract. In the event of a conflict between the Mobilization Plan and the Terms of Contract, the Terms of Contract shall prevail.
.3
The Minister and the Property Manager acknowledge the need for the parties to work cooperatively.  The Property Manager shall have complete control of the Work and shall operate, maintain and represent the Property in a faithful, diligent and honest manner, performing all related functions with due regard to the intended use of the Property.

.4
The Property Manager shall support the Minister and the User in the delivery of broader government objectives.  In doing so the Property Manager shall:

.1
ensure that all activities are well planned and effectively carried out,

.2
interact with the User, the Minister, the public and Subcontractors in a professional manner,

.3
ensure a high level of ongoing User satisfaction,

.4
ensure the integrity of the physical assets are preserved,

.5
deliver services in a high quality, cost effective manner, and

.6
be responsible for record management and access to information in accordance with the Freedom of Information and Protection of Privacy Act.

.5
The Property Manager shall effectively direct and supervise the Work so as to ensure conformance with the Contract and all acts and regulations; and shall be responsible for the means, methods, techniques, sequences, procedures and coordination of all the various parts of the Work.

.6
The Property Manager shall, for the purpose of the Alberta Occupational Health and Safety Act, be the “prime contractor” for the Work on the Property.

.7
The Property Manager will be accountable for all Work performed within the Terms of Contract.  The Property Manager will be provided a reasonable period of time to correct contract deficiencies after which the Minister intends to withhold payment for outstanding Work and have it completed by others at the Ministers’ discretion.

.8
The Minister shall retain the right to require the Property Manager to perform other property management activities outside the specified scope, but within the general skill of the Property Manager’s staff or subcontractors, provided however, that such requirements do not jeopardize safety or security.

.9
The Minister may from time to time establish and provide to the Property Manager written policies, limitations, instructions, standards, procedures and operating budget restrictions governing the management of the property, and in carrying out its obligations and duties the Property Manager shall at all times act in accordance therewith.
1.3
MONITORING AND INSPECTIONS

.1
The Minister will monitor and inspect the work, with or without notice.  The Property Manager shall permit the Minister unrestricted access to the property.

1.4
HOLD HARMLESS AGREEMENT


.1
The Property Manager agrees to hold harmless the Minister from any and all third party claims, demands, or actions for which the Property Manager is legally responsible, including those arising out of negligence or willful acts by the Property Manager or the Property Manager’s employees or agents.  This hold harmless shall survive the Agreement.

1.5
INSURANCE AND BONDING REQUIREMENTS


.1
The Property Manager shall, without limiting his obligations or liabilities herein and at his own expense, provide and maintain the following insurance in forms acceptable to the Minister:

.1
General Liability Insurance, in accordance with the Alberta Insurance Act in an amount not less than $2,000,000.00 per occurrence, insuring against bodily injury, personal injury, and property damage including loss of use thereof.  Such insurance shall include blanket contractual liability, and if applicable, such insurance shall extend to include Broad Form Tenant’s Legal Liability in an amount adequate to respond in the event of loss to the premises of the Minister occupied exclusively by the Property Manager.

.2
Automobile Liability on all vehicles owned, operated or licensed in the name of the Property Manager in an amount not less than $1,000,000.00.

.3
Workers’ Compensation coverage in accordance with the requirements of the Workers’ Compensation Act of the Province of Alberta.

.2
All required insurance policies shall be in effect for the term of the Contract, and shall state that coverage provided will not be materially changed nor cancelled until 30 days after written notice of such material change or cancellation has been given to the Minister.

.3
The Property Manager shall provide the Minister with a certificate of insurance, certifying that all insurance coverage required by the Contract are in effect prior to commencing any activities under the Contract and at any time requested by the Minister.
.4
The Property Manager is responsible for insuring his owned property against loss or damage on an “All Risks” basis.

.5
The Property Manager shall require and ensure that each subcontractor provides and maintains comparable insurance to that set forth above.

.6
The Property Manager shall provide a Fidelity Bond in an amount not less than $25,000.00.  Such bond shall extend to include all owned and non-owned property for which the insured is legally liable.

.7
The Property Manager shall provide the Minister with a copy of the required Fidelity Bond [prior to the award of the Contract.]

.8
The Property Manager shall ensure his Subcontractors carry adequate Fidelity Bonding.

1.6
INSURANCE CLAIMS

.1
The Property Manager shall immediately report to the Minister any loss of material from or damage to the Property.  Such reports shall include the type of loss or damage, cause of such loss or damage, time of occurrence and an estimate of the costs to replace or repair respectively.

.2
In the event a claim for losses from damages to the Property is recoverable under insurance held by the Government of Alberta, the Minister will initiate and coordinate the claim.

.3
Upon the determination that such claims for losses from or damages to the Property may be claimed under the insurance held by the Government of Alberta, the Minister will advise the Property Manager if the Work will be done by the Minister’s adjuster or by the Property Manager.

.4
Any work done by the Minister’s adjuster shall be done as an Other Contract.

.5
Any work done under $5,000 which is authorized by the Minister to be performed by the Property Manager shall be processed as a Direct Costs. Any work over $5,000, which is authorized by the Minister to be performed by the Property Manager, shall be covered by the insurances held by the Government of Alberta.

.6
The existence of any insurance held by the Government of Alberta does not in any way relieve the Property Manager of his legal liability for loss or damage to the Property or any injury claims.

.7
The Property Manager shall immediately notify the Minister of any accident or incident occurring on the Property that has caused an injury or may result in an injury claim.  Notification shall be on the forms provided by the Minister. Refer to schedule 5.

1.7
PERFORMANCE GUARANTEE SECURITY

.1
The Property Manager shall provide a Performance Guarantee Security in the form of a Certified Cheque, an Irrevocable Letter of Credit or other security acceptable to the Minister in the amount of 8% of the combined one year amount of the Management Fee and the Direct Costs Allowance.  This Performance Guarantee Security will be drawn on a financial institution authorized to conduct business in Alberta and made payable to the “Minister of Finance” of Alberta.  Such security shall be effective for the term of this Contract, and shall continue on for three months following the expiry of this Contract.  A Performance Guarantee Bond is not acceptable as a Performance Guarantee Security.

.2
If this Contract is terminated with cause, or if the Property Manager does not perform in accordance with the Terms of Contract, then the Performance Guarantee Security shall be forfeited by the Property Manager.

.3
In the event that the Performance Guarantee Security is due to expire prior to the expiry of the Contract, and the Property Manager does not renew or update this security as required, the Minister will redeem the current security prior to its expiry.

.4
The Property Manager shall provide the Minister with the required Performance Guarantee Security upon the award of the Contract and prior to the commencement of the Work.

1.8
FORCE MAJEURE

.1
The Minister shall not be held responsible nor be liable for any failure or delay in performance of its covenants herein when such failure or delay is due to causes beyond its control including acts of God, acts of military or civil authority, fire, strikes or lockouts, and picketing whether legal or not; nor shall the Minister be liable for consequential damage or special damage resulting therefrom; nor shall the Property Manager be entitled to any compensation for any inconveniences, nuisance, discomfort or loss occasioned by the Property Manager thereby.

.2
The Property Manager shall not be held responsible nor be liable for any failure or delay in performance of its covenants herein when such failure is due to causes beyond its control including acts of God, acts of military or civil authority, fire, strikes or lockouts, and picketing whether legal or not; nor shall the Property Manager be liable for consequential damage or special damage resulting therefrom; nor shall the Property Manager be required to pay any compensation for any inconveniences, nuisance, discomfort or loss occasioned by the Minister thereby.

1.9
SUCCESSORS AND ASSIGNEES

.1
The Contract shall take effect to the benefit of and be binding upon the parties hereto and their successors and assignees.

1.10
ASSIGNMENT OF CONTRACTS

.1
This Contract may not be assigned by the Property Manager without prior written consent of the Minister.

.2
The Minister reserves the right to assign this Contract and such assignment shall be by a formal written notice.

Edit Note:
Optional Edit if this is not a new Contract this section is NOT required

.3
The Minister will assign, effective the first day of commencement of this Contract, any Existing Contracts as detailed on the Property Information Schedule(s) presently in force with the Minister, to the Property Manager.  The Property Manager shall arrange for and pay all costs to maintain such contracts in accordance with the respective contract documents.  All assigned contracts shall be subject to the renewal and termination clauses as detailed in the respective documents.  If any of the activities or frequencies in the assigned contracts are different than those contained herein, the requirements in the assigned contract shall be in effect for thirty (30) days, following which, the requirements detailed herein shall be in effect.

1.11
DISPUTES

.1
When disagreements occur between the Property Manager and the User, the Property Manager shall inform the Minister and a ruling on the disagreement will be communicated in writing by the Minister to the Property Manager and the User.

.2
Disputes between the Property Manager and the Minister, as to the interpretation, application or administration of the Contract or any failure to agree where agreement between the parties is called for, which are to be resolved between the parties, shall be settled by mediation or by arbitration.

.3
Use of Mediation

.1
Mediation shall be by a trained Mediator who is a member of the Alberta Arbitration and Mediation Society, jointly selected by the Property Manager and the Minister.  The Mediator must be impartial and independent with no involvement in the dispute.  This impartiality must be assessed by each of the parties prior to mediation.  If a bias or perception of bias develops during the mediation, either party or the Mediator may terminate the mediation.

.2
The Property Manager, the Minister and the mediator shall agree on the fees, timing and any specific procedures.  All parties shall agree to and sign an Agreement to Mediate drawn up by the Mediator prior to mediation.

.3
Mediation shall take place on a confidential, without prejudice basis by a single mediator.

.4
The Property Manager and the Minister shall share the cost of mediation equally.

.4
Use of Arbitration:

.1
Arbitration disputes shall be settled in accordance with the Arbitration Act of Alberta, by a single Arbitrator appointed by the Alberta Arbitration and Mediation Society.

.2
The final decision of the Arbitrator shall be binding on the Property Manager and the Minister.

.3
The Property Manager and the Minister shall share the cost of arbitration equally.

1.12
CONFIDENTIALITY

.1
The Freedom of Information and Protection of Privacy Act (FOIP) applies to all information and records relating to, or obtained, generated, collected or provided under or pursuant to this contract.  The Property Manager shall carry out the Work of the Contract to a standard consistent with the Act.

.2
The Property Manager shall not at any time disclose to others any information concerning the Property, User programs or Minister other than for the purposes of its administration of the Property or as required by law.

.3
Any breach of confidentiality of the User program information will be cause for termination of the Contract.

1.13
PAYMENTS BY THE MINISTER TO THE PROPERTY MANAGER

.1
Federal Goods and Services Tax

.1
The Minister certifies that the goods and services being supplied by the Property Manager for this Contract are being purchased with crown funds by Alberta Infrastructure.

.2
Such goods and services provided as part of this Contract are free of the Federal Goods and Services Tax and consequently invoices shall only be processed excluding any Federal Goods and Services Tax.

.2
Payment for Management Fee

.1
The Property Manager shall pay all costs associated with the Management Fee as part of the Contract.

.2
The Minister shall pay the Property Manager regular monthly payments in arrears, in the amount determined from the prorated Management Fee price during the term of the Contract.

.3
The Property Manager shall provide the Minister with the proposed annual Management Fee escalation adjustment, using the previous 12 month Consumer Price Index rates within 90 days from the commencement of the second Contract year and each subsequent year until termination of the Contract.  The adjusted Management Fee shall be for the next Contract year and be retroactive, to the commencement of the applicable contract year, for a maximum of 90 days.  The adjustment shall be based on the Statistics Canada, Consumer Price Index (CPI) All-items rate in the Province of Alberta.  The proposed CPI adjustments are intended to be compounded.
.3
Payment for Direct Costs Work

.1
The Minister shall pay to the Property Manager all approved directly incurred costs for subcontractor’s labour and materials supplied as Direct Costs Work.  Federal Goods and Services Tax shall not be considered as directly incurred costs.

.2
Direct Costs Work includes all labour, material and equipment to complete the Work as required or as directed by the Minister and includes those items listed in the Direct Costs Work Schedule.

.3
The Property Manager may charge labour rates on Direct Costs Work for employee labour, which has been agreed upon in writing by the Minister.  Labour rates shall include all overhead costs.

.4
For Direct Costs Work approved by the Minister and performed by the Property Manager’s own personnel, or by Subcontractors, the Property Manager shall not be entitled to any markup.

Edit Note:  Edit the dollar amount to suit the size and complexity of the TPM contract.

.5
The Property Manager shall not make any expenditure on a single item classified as Direct Costs in excess of [five thousand dollars ($5,000.00)] unless the Minister has approved another level of expenditure in writing.  Ongoing, regularly recurring Direct Costs items such as snow removal and horticultural requirements may be excluded from this requirement if approved by the Minister.

.6
The Minister reserves the right to perform none, part or all of the Direct Costs.

.7
The Minister shall pay the Property Manager the Direct Costs allowance in monthly installments.  It is the intent of the Minister to make the first payment within fourteen (14) days from the commencement date of the contract.  Thereafter, the monthly installment shall be paid at the beginning of the month.  The Direct Costs Allowance shall be used by the Property Manager to pay all Direct Costs.
.8
The amount of the Direct Costs Allowance paid monthly may be adjusted by the Minister to reflect actual accumulated Direct Costs expenditures as reported in the Monthly Operating Statements.

.9
The monthly operating statements for Direct Costs shall be coded with the building identification number and coded as per section 6.0 – Description of Function Codes and shall be submitted as a package to the Minister, a minimum of once a month.

.10
Services included in the Management Fee for the Contract shall not be claimed or paid as part of Direct Costs.
.11
The Property Manager shall maintain a Trust Account for the term of the Contract and the Minister will deposit monthly payments to this account only.
.4
Payment of Utilities

.1
The Minister will receive and pay all utility invoices including water, sewer, power and gas.

.5
Withholding of Payment

.1
The Minister will withhold payments when the Property Manager’s Performance Guarantee Security, insurance policies or Fidelity Bond are not current.

.2
The Minister will withhold 15% of the Management Fee due each month pending satisfaction of four (4) Key Performance Indicators (KPI) as below. Within 30 days after each Contract Year, the portion of the holdback application to each KPI will be released to the Property Manager pending satisfaction of the KPI as follows:
.1
KPI #1 – Preventative Maintenance – (5% holdback) The Property Managers annual Preventative Maintenance program will be reviewed and approved by the Minister.  The Property Manager shall record all work done as part of the program and 95% of all tasks must be completed to receive full credit for this KPI.  If between 85% - 95% of the tasks are complete, only 50% of this holdback will be returned to the Property Manager.  If less than 85% of the tasks are complete, all of the holdback will be retained by the Minister.

.2
KPI #2 – Customer Satisfaction – (2.5% holdback) The Property Manager shall provide a proposal outlining a representative portfolio sample number and source of the customer satisfaction surveys to be considered for this KPI within 90 days of the start of each Contract year for the Ministers review and approval.  A satisfaction rating of 80% must be achieved from the completed annual surveys in order for the Property Manager to receive the full holdback amount.  If the average rating is 70% - 80%, only 50% of the holdback amount will be returned to the Property Manager.  If the average rating is below 70%, the holdback will be retained by the Minister.

.3
KPI #3 – Business and Fiscal Management – (5%holdback) If the Direct Cost budget is exceeded by 5% of the total annual amount, only 50% of the holdback shall be returned.  If the Direct Cost portion is exceeded by 10% of the annual amount, the holdback will be retained by the Minister.  Changes in scope or budget introduced by the Minister will not factor into this KPI.

.4
KPI #4 – Reports and Records – (2.5% holdback) The Property Manager shall deliver to the Minister all required reports as described in - 2.7 Reports and Records - within the stipulated timeframes.  Failure to provide these reports within the timelines will result in a payment adjustment to the holdback amount.  The amount of the adjustment will be calculated as follows:

1) Failure to provide monthly reports as described in 2.7.9.1 within the stipulated time lines will result in a 5% reduction of the holdback repayment amount for each month that each report is submitted late.

2) Failure to provide annual; reports as described in 2.7.9.2 within the stipulated time lines will result in a 40% reduction in the holdback repayment amount.
3) Failure to provide reports as required by 2.7.9.3 within the stipulated timelines will result in a 5% reduction of the holdback repayment amount for each month the reports are submitted late.
.3
The Minister may withhold and/or deduct any amount claimed by or payable to the Property Manager in respect of:
.1
the amount of any unpaid and overdue accounts related to the Contract and which is enforceable against the Minister,

.2
the amount of any unresolved third party claim submitted pursuant to the Public Works Act,

.3
an amount equal to the value of the Work performed by the Minister, that the Property Manager failed to perform, or

.4
the amount equal to the value of the Work not performed in accordance with the Contract, as determined by the Minister.

.4
Whether the Contract is prematurely terminated by either party or whether it runs the duration of its term, the Minister shall withhold all payments due to the Property Manager for Work completed during the last month of the Contract until:

.1
a Clearance Letter from Workers’ Compensation Board is received by the Minister,

.2
the final invoice claim of all accounts, costs, and charges of this Contract has been agreed to between the Minister and the Property Manager,

.3
a completed Statutory Declaration of Payment Distribution is received by the Minister, and

.4
all deficiencies to the Property that were a result of the Property Manager’s acts or omissions have been rectified or addressed with a course of action agreed to between the Minister and the Property Manager.

.6
Right of Set-Off

.1
Without limiting any other right of the Minister, the Property Manager agrees that the Minister may set-off any amount claimed by or payable to the Property Manager against any amount previously paid the Property Manager that, in the Minister’s discretion, should not have been paid to the Property Manager.

1.14
RENEWAL AND EXPIRY OF CONTRACT

.1
Where the Minister intends to renew this Contract for an additional term, notice of intent to renew the Contract shall be given to the Property Manager one hundred and eighty (180) days prior to Contract expiry.  Such notice declares only the intent to renew and does not commit the Minister to a renewal.

.2
The Minister intends to negotiate a renewal within thirty (30) days from the date of renewal notice, after which, if no agreement is reached with the Property Manager, the Contract shall not be renewed and the Work will be tendered.

1.15
EVENT OF DEFAULT

.1
The occurrence of any of the following events shall constitute an event of default under this Contract:

.1
the breach by the Property Manager of any agreement, term, representation, warranty or covenant as contained in this Contract;

.2
the failure by the Property Manager to perform any of the Work, Operations, and Extra Work, as specified and detailed in this Contract;

.3
an order being made or an effective resolution being passed for the winding up of the corporation or a petition being filed for the winding up of the corporation;

.4
the Property Manager is declared or adjudged bankrupt, or the filing or presenting of a petition in bankruptcy against the corporation;

.5
the Property Manager makes a proposal under the Bankruptcy and Insolvency Act or any successor legislation, or makes a general assignment for the benefit or creditors, or takes the benefit of any legislation in force for protection against creditors;

.6
a receiver or receiver-manager is appointed in respect of the Property Manager or the property of the Property Manager; or

.7
the Property Manager disposes of all or substantially all of its assets without the consent of the Minister.

.2
Upon the occurrence of an Event of Default, including but not limited to any of those events contained within Section 1.15.1 of this Contract, the Minister will notify the Property Manager in writing of the event of default and shall instruct the Property Manager to correct the default within a reasonable length of time immediately following the receipt of such notice of default.

1.16
TERMINATION
.1

Upon the failure of the Property Manger to remedy the default within the time provided in the notice provided pursuant to Section 1.15.2 to the satisfaction of the Minister, and without the requirement for any further demand upon the Property Manager, the Minister may, at its option, terminate the Contract upon written notice to the Property Manager.

.2
Notwithstanding anything contained in this Contract, either the Minister or the Property Manager may at any time terminate this Contract by providing ninety (90) days written notice, and neither party shall have any further rights, obligations or liability under this Contract to the other, including any claim to damages.

1.17
AMENDMENTS

.1
The Minister may change the scope of the Work by adding to or deleting from the Properties, revising a specific activity, changing the frequency of a specific activity or adding activities.

.2
Amendments shall be in writing, and reflect a negotiated and agreed upon increase or decrease in the Contract Price for the period of time in which such changes are in effect.

Edit Note:  Edit if not a new contract this section is not required.

1.18
TRANSITION PERIOD

Edit Note:  Edit if not a new contract clause 1.18.1 & 2 are not required
.1
The Minister will arrange for personnel knowledgeable with the property to be available for a transition period of up to two weeks, at the commencement of a new Contract, to assist the new Property Manager in the take over of the management of the Property.  The associated costs for the personnel arranged for by the Minister during the transition period shall be considered Direct Costs and paid by the new Property Manager from the Direct Cost Allowance.

.2
The Property Manager, shall arrange for all personnel, including Subcontractors who will be involved in the operation and maintenance of the Property, to be on-site during the transition period to become fully familiar with and obtain relevant information on the Property.

^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^END^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^

.3
The Property Manager shall provide to the Minister, thirty (30) days prior to the expiry of the Contract, a list of personnel trained in the operating and maintenance of the Property.  The list of personnel provided shall be those individuals who were predominantly providing the site supervision and electrical and mechanical operating and maintenance services for the building.

Edit Note:  Edit if not a new contract this section is not required.

1.19
MOBILIZATION PLAN

.1
The Property Manager shall, within 21 days of notification of the Ministers intent to award the contract provide the Minister with a detailed Mobilization Plan. The Mobilization Plan shall include but not be limited to the following:

.1
insurance certificate and fidelity bonding requirements,

.2
certificate of account with Workers’ Compensation Board of Alberta,

.3
lists of all staff and supervisors assembled to complete the Work,

.4
evidence of certification for Security Requirements in accordance with Section 4.6.10 of Terms of Contract,

.5
letters of intent or written agreements with subcontractors for the term of the Contract,

.6
established Occupational Health and Safety program,

.7
details of how Prime Contractor responsibilities for Other Contracts will be managed as per Section 1.22 Safety as part of the scope of work for this contract,

.8
employee and subcontractor labour rates agreed to by the Minister,

.9
detailed schedule of Caretaking Requirements,

.10
detailed division of work for Preventative Maintenance performed at intervals quarterly or greater,

.11
water treatment program in accordance with Section 4.7.3, and

.12
e-mail address,
.13
procedures to ensure Building Operators provide the required facility services,

.14
provide copies of resumes and security clearances for proposed staff,
.15
subcontractor contractual requirements and terms of payment,

.16
24 hour telephone number for emergency purposes,

.17
location and organizational structure of operational offices, and
.18
strategy for transitional period.
Edit Note:  Edit if not a new contract this section is not required.

1.20
CONTRACT AWARD

.1
The Minister will award the Contract upon acceptance of the Mobilization Plan.

1.21
WARRANTY

.1
The Property Manager shall warranty:

.1
all material for the warranty period specifically expressed or implied by the manufacturer, and

.2
all workmanship on any Work executed by him or his Subcontractors for a period of one year from the date of completion and acceptance of the Work.

.2
The Minister may have completed renovations on the Property that may be covered under warranty, which expires during the term of this Contract.  The Property Manager shall identify and arrange to have noted deficiencies corrected during the warranty period.

.3
The Property Manager warrants that the title to the Work and materials provided for the Contract shall be free and clear of all claims, interests and encumbrances.

1.22
SAFETY – THE PROPERTY MANAGER IS “PRIME CONTRACTOR”

.1
The Property Manager shall be accountable for and fully comply with the Province of Alberta Occupational Health and Safety Act, Regulations and Code.

.2
The Property Manager shall, for the purpose of the Alberta Occupational Health and Safety Act and for the duration of the Work of the contract:

.1
be the “Prime Contractor” for the Work on the Property including Other Contracts.

.2
do everything that is reasonably practical to establish and maintain a system or process that will ensure compliance with the Alberta Occupational Health and Safety Act, Regulations and Code, as required to ensure the health and safety of all persons at the Property.

.3
as the Prime Contractor of this contract be responsible to coordinate the activities of Other Contracts at the Work site and to liaise with all other contractors and develop a health and safety system or process for the Work site.  Where there is a lack of ability or willingness to reach agreement on a process or system that addresses the safety concerns of all parties, work at the affected work site shall cease and the matter shall be referred to the Minister.  The Minister will determine a method for resolving the disputed safety issue.  Such decisions shall be final and binding.

.4
be the “Prime Contractor” for Other Contracts within the general scope of building operations and maintenance including maintenance, repairs, replacements, renovations, additions and deletions to building envelope, mechanical, electrical, structural and architectural systems. Undertake the associated risk and liability for Other Contracts as part of the Work of this contract and be responsible to estimate the extent and type of Other Contracts that may typically be required.

Edit Note:  Include the following clause where Other Contract details are known.

.3
The Minister anticipates that other contractors will be engaged in Work at the Work site concurrently with the Work of this contract. These may include, but are not limited to, contractors performing work under the following Other Contracts.
Edit Note:  Provide a comprehensive listing of all known or anticipated Other Contracts and if known, names of the contractors, for all work that may be performed at the work site concurrently with the work of this contract.

.1
[                               ]. The contractor for this contract is [                                   ].
.2
[                               ]. The contractor for this contract is [                                   ].
.4
The Property Manager shall direct all subcontractors, sub-subcontractors, other contractors, employers, workers and any other person at the Property on safety related matters, to the extent required to fulfill its “prime contractor” responsibilities pursuant to the Act, regardless of:

.1
whether or not any contractual relationship exists between the Property Manager and any of these entities, or

.2
whether or not such entities have been specifically identified in this contract.

.5
The Property Manager shall have an Occupational Health and Safety program that ensures the proper use of qualified personnel, safety procedures and safety equipment.  The Property Manager shall ensure that each subcontractor, sub-subcontractor, other contractors, employees, workers and any other person at the Property performs the Work in the same manner.

.6
The Property Manager shall ensure that safety inspectors and safety committees have unrestricted access within the Property.

.7
The Property Manager shall conduct an accident investigation in accordance with the requirements of the Occupational Health and Safety Act in the event of an injury or accident at the Property, and provide the Minister with a copy of the investigation report within 72 hours of the occurrence.

1.23
ACTS, CODES, PERMITS AND REGULATIONS

.1
The Property Manager shall comply with any acts, ordinances, rules, regulations, standards and codes which may govern the Work, and which are or become in force during the term of the Contract.

.2
The Property Manager shall be governed during the term of this Contract by the Statutes of the Public Works Act.

.3
The Property Manager shall obtain the permits, licenses and certificates that are in force at the date of tender close and pay any fees required for the performance of the Work.

1.24
PROHIBITIONS

.1
The Property Manager shall not carry on, coordinate or transact any business on the Property other than that described in this Contract.

.2
The Property Manager shall not use or allow to be used, any of the Minister’s or User’s equipment or materials without prior written consent.

.3
The display of signs, photographs or advertisements on the Property by the Property Manager, except for Property directories, direction signs and Property Manager identification signs, will not be permitted.

Edit Note:  Edit if not a new contract this section is not required.

.4
The Property Manager and employees of the Property Manager shall not at the time of the Contract award be an employee of the Department of Infrastructure.
1.25
INDEPENDENT CONTRACTOR

.1
It is the intention of the parties that the Property Manager is an independent contractor in the performance of the Terms of Contract, and that no employer/employee relationship is to be created between the Property Manager, its employees or agents and the Minister. No rights privileges, benefits or compensation other than those which are expressly set out in the Contract Documents will apply to the Contract.

2.0
GENERAL REQUIREMENTS

2.1
MANAGEMENT FEE

.1
Management Fee for the Contract, shall cover the services of the Property Manager’s certified employee, corporate officers, corporate support personnel, travel expenses, repair and replacement of equipment used to service the Property, purchase and maintenance of hand tools and equipment commonly in use for property management, and all other corporate related supplies and services.

.2
Management Fee includes:


.1
All quality assurance inspections and reports required by the Contract.

2.2
DIRECT COSTS

.1
Direct Costs during the Contract shall be: 

.1
all reasonable payroll costs, including the costs of pension and other benefits, for such personnel that are assigned by the Property Manager to do Work on the Property.  Such personnel shall report to and be under the total exclusive supervision of the property manager.  Excludes the Property Manager’s [certified employee,] management staff and off site administrative staff.

.2
the amount of all reasonable disbursements directly incurred by the Property Manager in carrying out the work for:

.1
all Subcontracts servicing the Property.
.2
training for operational personnel approved by the Minister, required to maintain industry standards, codes and practices. May be all or a portion of the cost. Will not normally include training to meet the basic position requirements.

.3
all labor and materials required in maintaining the Property. The following are normally required for, but not limited to, the ongoing management of the property.

.1
collection and removal of all garbage from the Property,

.2
garbage bin rental including recyclable products,

.3
rental fees on equipment used on the Property for the service thereof,

.4
consultants with the approval of the Minister, or by terms of this Contract,
.5
annual audit fees,

.6
caretaking requirements,

.7
fire systems (including fire extinguishers, fire hoses, sprinkler systems, fire alarms, fire pumps, emergency lights) maintenance, testing and inspection,

.8
annual testing and inspection of back-flow presenters,

.9
annual load testing and inspection of emergency generators,

.10
elevating device maintenance as specified in Section 4.2.7 and annual safety registration & inspection as specified in Section 4.2.8,
.11
annual registration for boilers and pressure vessels,

.12
lease administration services,

.13
light bulb and tube replacement using energy efficient light bulbs/tubes of similar quality, type and color as the majority of those currently in use, excluding high intensity discharge lighting.  Light fixtures shall be cleaned upon light bulb or tube replacement,

.14
operating, monitoring and maintenance of 24-hour electrical monitoring reactive systems including telephone line charges,

.15
light ballast replacement,

.16
operating and maintaining all applicable heating, cooling and humidity systems to generally acceptable space comfort levels during occupied periods,

.17
operations and maintenance of Building Management and Control System (BMCS),

.18
performing preventative and routine maintenance,

.19
maintaining and updating the Minister’s Facility Emergency Response Plan and coordinating building evacuation procedures for drills,

.20
performing Property security,

.21
supply and replacement of mechanical systems filters,

.22
handling User complaints and requests,

.23
allocating and scheduling the use of multi-user meeting and conference rooms,

.24
supplying cafeteria food services, [where applicable]

.25
heating and cooling systems and water treatment,

.26
minor alterations to the Property that are not the responsibility of the User,

.27
code compliance requirements pertaining to alterations or modifications to the Property,

.28
balancing of air and water systems,

.29
caulking repairs,

.30

demolition,

.31
emergency work,

.32
furniture repair and replacement, that is not the responsibility of the User,

.33
glazing replacement,

.34
patchwork and painting,

.35
horticultural requirements,

.36
insurance claim work requested by the Minister,

.37
moves within the property,

.38
lock systems repairs, replacement and maintenance,

.39
parking area and roadway maintenance,

.40
pest control,

.41
raising, lowering, and replacement of flags,

.42
repair or replacement due to general wear and tear, or deficiencies in the design or construction of building equipment, material, or systems,

.43
signs,

.44
all snow and ice removal,

.45
telephone and data line conduit systems,

.46
upgrading systems as may be required,

.47
fume hood verification,

.48
permits relating to Direct Costs activities,

.49
after hours call outs,

.50
fence maintenance,

.51
sump pit cleaning,

.52
 water well maintenance and repairs.

2.3
PROCUREMENT

.1
The Property Manager shall employ a tendering process for procurement of all Direct Costs related goods and services valued in excess of $2,500.00 per occasion.  The process will include but not be limited to the development of specifications which provide a detailed description of work, work completion date, special circumstances affecting the Work (i.e. evenings, weekends), contact person, pre-bid instructions and other information required to ensure a fair and equitable opportunity for all bidders.

.2
The Property Manager shall be responsible for conducting pre-bid meetings, issuing addenda, responding to bidders’ requests for information concerning the goods or services, closing the tenders, awarding the contract to the lowest valid bidder and other tender administration duties as may be required.

.3
The Property Manager may bid project related Work provided the Tender is prepared so as to ensure the Property Manager is in no way advantaged.  The Minister will approve all tenders including addenda on which the Property Manager intends to submit a bid, prior to issuing the tender.  For tenders that the Property Manager intends to bid, all tenders shall be submitted in sealed envelopes clearly identifying the project and addressed directly to the Minister.

2.4
PLANS, SPECIFICATIONS AND MANUALS

.1
Plans, specifications and manuals relative to this Property will be provided by the Minister to the Property Manager and are to be maintained and remain on the Property.

.2
Changes to the Property made during the course of this Contract shall be duly recorded by the Property Manager and conveniently located within the plans, specifications and manuals.

2.5
INVENTORY OF MINISTER’S EQUIPMENT

.1
The Minister may turn over to the Property Manager at the start of the Contract, an inventory of equipment and supplies, which shall be confirmed and maintained by the Property Manager.

.2
Upon expiry or termination of the Contract, the Property Manager shall turn over to the Minister the inventory or provide the current replacement cost of any equipment and supplies not suitably maintained or returned to the Minister.  Used materials from tenant improvements shall not be included.

Edit Note:  Edit if not a new contract this section is not required.

2.6
DEFICIENCY LIST

.1
The Property Manager shall, within the first thirty (30) days of the Contract commencement, prepare a list of deficiencies within the Property.  This deficiency list shall be reviewed by the Minister and upon authorization by the Minister to correct part or all of the deficiencies, the Property Manager shall proceed to rectify these accordingly and process the costs as Direct Costs.

^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^END^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^^

.2
The Minister shall perform an inspection of the Property thirty (30) days prior to the expiry of the Contract to determine if it has been maintained in accordance with the contract requirements.  The Property Manager shall correct Contract deficiencies prior to expiry of the Contract or the Minister will make the necessary corrections and deduct the costs from the final billing reconciliation.

2.7
REPORTS AND RECORDS

.1
The Property Manager shall have Internet access using Microsoft Explorer version 5 (minimum) operating on Windows and e-mail capabilities for the purpose of financial reporting, record management and electronic communication.  The Property Manager’s computer equipment shall consist of adequate hardware, software, and communication systems and connections to support these applications.  The Minister will provide manuals and initial training for the Minister’s Internet based financial reporting system and Work Order Tracking System (WORTS), and the Property Manager will be responsible for further training due to personnel changes.  The Minister may request written financial reports in lieu of electronic submissions.
.2
Statements for Direct Costs shall be submitted to the Minister, a minimum of once a month in the format provided by the Minister.  The Property Manager shall provide a monthly financial ledger showing transactions for the month being reported, as well as a copy of the trust account statement.
.3
The Property Manager shall input a detailed account of all expenditures for the Contract, monthly in the Minister’s Internet based financial reporting system.  The detailed account shall include the following:

.1
Contract name and number

.2
Management Fee and Direct Costs, by building and functions, as per section 6.0 - Description of Function Codes 

.3
Property Manager’s invoice number(s) and amount(s)

.4
Request for Service numbers (if applicable)

.4
The Property Manager shall input in the Minister’s Internet based financial reporting system a breakdown of planned Management Fee and Direct Costs expenditures.  The breakdown shall be updated monthly with actual expenditures for that period.  The Property Manager shall provide an explanation for any variances between the forecast and the actual expenditure and ensure the planned expenditures are in line with the Contract Price, and fiscal year approved amount.  Planned expenditures shall not exceed the Direct Costs allowance, or fiscal year approved amount, unless approved by the Minister.

.5
The Minister requires a complete audited annual statements from the Property Manager.  The audited statements shall be the verification of all actual incurred costs of accounts, hours of work, invoices, subcontracts, dealings and services of the Contract for Work required to carry out the Management Fee or Direct Costs.

.6
The Property Manager shall maintain, during the term of the Contract, sufficient accounting and financial records including supporting documentation which shall be made available for inspection by the Minister as may be requested.

.7
The Property Manager shall extend the right to the Minister to enter their business premises at a mutually agreed upon time, in order to undertake an audit of financial transactions in regards to the Contract.

.8
The Property Manager shall complete quality assurance inspection reports monthly and an annual Facility Condition Survey that shall be provided to the Minister. 

.9
The Property Manager shall provide the Minister the following reports at the frequencies as noted below.  Reports are to be assembled according to the established work group.

1. Monthly (All Sites):
User Monthly Meeting Minutes

Caretaking Inspection Reports

Daily Log of Snow and Ice Removal

Expenditure Plan

Horticultural / Grounds Log Book

On-site Water Treatment Log and Analysis Reports

Operators Log Book

Preventative Maintenance Reports

WORTS Reports, including financial and details of requests for service

Quality Assurance Reports
2. Annual (All Sites):

Back Flow Preventer Inspections

Carpet Steam Cleaning Records

Customer Satisfaction Surveys

Elevating Devise Inspection Reports 

Emergency Response Plans

Facility Condition Reports

Fidelity Bond Coverage

Fire Alarm System Inspection and Verification Reports

Fire Evacuation and Drill Confirmation

Fire Extinguisher Checks

Fire Hydrant testing Reports

Generator Load Test Reports

Insurance requirements

Window Cleaning Logs Books 

3. As Required (all sites):

Accident Reports

Building Deficiency List (start / end of Contract 

Incident Reports

Legislated Inspection Reports (i.e. fire/life safety, boilers, elevators, etc)

4. Other Reports Requested by the Minister

.10
The Minister owns all records and reports completed by the Property Manager on the Property during the term of the contract.

.11
The Property Manager shall turn over to the Minister at the conclusion of the contract term all records and reports pertaining to the Property including:

.1
Facility Evaluation and Investigation reports

.2
Maintenance records and logs

.3
User correspondence

.4
Emergency Response Plans

.12
The Minister may request further records, documents, quotations, contracts and agreements on any property management services and the Property Manager shall provide them accordingly.

.13
The Property Manager shall include the referenced alphanumeric contract and site numbers on all correspondence, reports, invoices, statements, etc., which deal with the Property.

.14
The Property Manager shall submit to the Minister an operating manpower utilization plan for the Property showing employees of Property Manager who will be servicing the Property on a full- or part-time basis.  The plan should indicate the name of the employee (if possible), trade, intended full- or part-time, and to whom they report organizationally.

.15
Submit to the Minister, within three (3) calendar months following each 12 month period of operations, audited Annual Operating Statements shall be as detailed in the Annual Operating Statement Schedule 7.

.16
The Property Manager’s Direct Costs expenditures will be subject to verification by the audited Annual Operating Statements and in the event of any variation, the Direct Costs shall be adjusted to the audited Annual Operating Statements.
2.8
WORK ORDER REQUEST TRACKING SYSTEM (WORTS)

.1
WORTS is an online web based system that provides a standard method to create and maintain work order records and requests.
.2
Work order requests are tracked from their initiation by a User representative through to completion.  The User representatives are designated contacts for specific work groups and are responsible for receiving User requests, evaluating, entering the request and signing off once the work is completed.
.3
The Property Manager acting as group supervisor is responsible for assigning and reviewing the on-line requests for service.  The group supervisor working with a predetermined sphere of authority reviews and approves requests for service and assigns resources who may be the Property Managers staff or sub-contractors.

.4
The Minister is responsible to provide initial training to the Property Managers staff and new user groups.  The Property Manager support from the Minister is responsible to provide ongoing training to staff and Users to accommodate staff turnover.  

.5
There is an estimated [ ,000] WORTS per year.
2.9
PROPERTY TAXES

.1
The Property Manager shall not pay any Property Taxes or Grants In Place of Taxes as applied to the Property.  Such assessments, if received by the Property Manager, shall be forwarded to the Minister.

2.10
MUNICIPAL PROPERTY

.1
The Property Manager shall be responsible to maintain all municipal property, which may extend from the legal property boundaries to the adjacent curbs, lanes, streets, etc. Maintenance shall be in accordance with generally acceptable standards or applicable local municipal bylaws.

2.11
LEASE AGREEMENTS
.1
The Minister reserves the right to enter into a lease agreement with any party for the rental of part or all of the Property and shall be the Landlord.  The services provided by the landlord for all new leases will be the responsibility of the Property Manager. If such leases include activities that are part of the Property Manager’s responsibilities under this Contract, and such changes affect the Property Manager’s financial income, an amendment to the Contract shall be negotiated to reflect such changes.

.2
The Property Manager shall be responsible for the services provided by the landlord for all existing leases, which may be in force during the term of the Contract, as detailed on the Property Information Schedule.

.3
The Property Manager will be responsible for the execution and administration of work pertaining to the services provided by the landlord. Such work generally includes but is not limited to, light fixture maintenance, light bulb and fluorescent tube replacement, caretaking, maintaining the heating, ventilation and air conditioning and other services specified as the landlords responsibility for the day to day care and maintenance of the demised premises.

.4
The Minister will be responsible for those aspects of the lease agreements which generally include, but are not limited to, collection of rent, parking fees, calculation of operating costs and taxes, insurance, negotiations, arbitration, termination, receipt of notices and other related correspondence between the Tenant and the Landlord.

.5
The Property Manager shall consult the Minister, prior to completing any of the Work within the leased premises, where in the opinion of the Property Manager, interpretation of the agreement is in question.
2.12
OTHER CONTRACTS
.1
The Minister reserves the right to enter into Other Contracts in connection with the Property.  The time, scope and cost of Other Contracts will be discussed with the Property Manager who shall cooperate with the execution of such Other Contracts and may be entitled to reimbursement for all directly incurred costs for the coordination of respective activities.
2.13
USER RELATED WORK
.1
The User may require Work to be done from time to time which is relative to their particular program and which does not impact the Property.  The Property Manager shall, when requested by the User, provide an estimate directly to the User, and when approved by the User, the Work shall be completed by the Property Manager. All costs to complete the Work will be the responsibility of the User.

.2
The Property Manager shall not undertake any Work requested by the User which may impact the Property.  Such requests shall be referred to the Minister for resolution.

.3
The Property Manager shall provide quarterly itemized summaries indicating the Work and the charges for the Work done directly for the User.

2.14
PROJECT MANAGEMENT SERVICES

.1
During the term of the Contract the Property Manager shall carryout Project Management Services for Project work at the discretion of the Minister.  The Property Manager shall ensure that Projects are completed in compliance with the Ministers policies and procedures for advertising and tendering Projects.
.2
Project work may include, but not be limited work within the general scope of building operations and maintenance including maintenance, repairs, replacements, renovations, additions and deletions to building envelope, mechanical, electrical, structural and architectural systems. 

.3
Funding for these projects may come from either of the following:
.1
Direct Cost Allowance as part of the TPM Contract or,

.2
Other funding sources outside the Contract.

.4
Projects Funded under the Direct Cost Allowance

.1
All costs for Projects funded under the Direct Cost allowance shall be processed by the Property Manager as Direct Costs under the Contract and shall not include a Project Management Fee.

.2
Where funding is added to the Direct Cost allowance for specific Projects, a mark up on the actual project cost will apply as per 2.14.5.2 & 3 below.

.5
Projects Funded Outside the Contract

.1
For Projects approved by the Minister, where funding is from outside the TPM Cost Allowance the Minister may sign a separate agreement with the Property Manager for this work.

.2
For these Projects the Property Manager may add a Project Management Fee to the actual project Cost. The fee shall be [7.5%] [determined by the mutual agreement based on the Project Management Services required] of the actual project cost.
Edit Note: Consider the types of projects that the Property Manager is committing to carry out above and beyond the work in the Contract prior to establishing a % fee. It may be more appropriate to negotiate a fee based on the Project and specific services required at the time the Project is undertaken by the Property Manager.

.3
The actual project cost will be determined by the Project tender award price and any approved change orders required to complete the work of the Project.
.4
The Property Manager shall be allowed a Project Management Fee for Project work managed and under the direct control of the Property Manager.  No Project Management Fee is allowed where the Project is completed as part of 2.12 Other Contracts.
.5
All costs for Projects funded outside the Contract shall be submitted on a separate invoices specific to the individual project and must clearly show the Project Management Fee amount. 
2.15
TELEPHONES AND DATA LINES

.1
The User will be responsible to schedule and pay for any changes or upgrading to their existing telephone and data systems.

.2
The Property Manager shall provide access to the Property for the implementation of telephone and data line system changes.

.3
The Property Manager shall provide and install all conduit, raceways, etc. as may be required.

2.16
CONTRACT MEETINGS
.1
The Property Manager’s certified employee shall attend regular monthly contract meetings with the Minister and other meetings requested by the Minister as part of Management Fee.  The Minister will chair the meeting and record the minutes.  Standing agenda items shall include the review of, but not be limited to:

.1
Previous minutes, including approval

.2
Occupational Health and Safety, and Prime Contractor activities

.3
Financial reports

.4
Projects; completed, in progress and planned

.5
Reports; e.g.: caretaking, preventative maintenance, water treatment, energy management, log books

.6
Insurance requirements; Liability, Fidelity, WCB, and Performance Security

.7
Security and Security Clearances

.8
Accommodation changes; Capital Projects and Civil Projects plans

.9
Other Contracts and leases

.10
Employee and subcontractor changes, rates or issues

.11
Deficiency list, (at commencement and close of Contract)

.12
Date of next meeting.

Edit Note:  Edit the frequency of the User Department meeting.

.2
The Property Manager shall arrange for and conduct a formal meeting with representatives of the User Departments on a [monthly] [quarterly] basis.  The Property Manager shall be responsible to chair the meeting and record and distribute meeting minutes to the Minister and attendees.  Standing agenda items shall include but not be limited to:

.1
Review and approval of previous minutes

.2
Customer Service Quality

.1
Caretaking quality

.2
HVAC quality

.3
Request For Service

.4
Response time

.5
Cafeteria operation

.3
Overall building condition

.4
Maintenance Planning

.1
Projects completed

.2
Projects underway

.3
Projects planned

.5
Other User Concerns

.6
Date of Follow-up Information Required for User Departments

.7
Date of Next Meeting

2.17
MAILING ADDRESS

.1
All invoices, requests, inquiries, notices and correspondence pertaining to the management of the Property and this Contract, shall be directed to the Minister at:

Property Management
Alberta Infrastructure 
[  Facilities Manager’s Address  ]

[  Telephone:


]

[  Facsimile:


]

[  E-mail address:
]

3.0
PERSONNEL AND RESOURCES

3.1
CERTIFIED EMPLOYEE

Edit Note:  Edit the requirement for the Property Manager to be on the Property.

.1
The Property Manager shall have at least one employee, who is a Certified Property Manager (CPM), Real Property Administrator (RPA) or an alternate level of certification in combination with diversified experience acceptable to the Minister, on the Property [daily] [weekly] [monthly] and as often as required to ensure the Work of the Contract is complete.

.2
The Minister reserves the right to interview and approve new certified employee appointments. 

3.2
LIST OF SUPERVISORY PERSONNEL

.1
The Property Manager shall, prior to commencement of the Contract, furnish the Minister with a list of names, company position, and telephone number of all supervisory personnel who may be involved with servicing the Property.

Edit Note:  Items  3.3 , 3.4 and 3.5 are optional.

3.3
OPERATIONS MANAGER

.1
The Property Manager shall as part of Direct Costs, have at [#   ] Operations Manager(s) with a two-year technical diploma or journeyman certification in a related field plus considerable years related experience in the operation and maintenance of facilities including, building systems, leases and property administration.  Related supervisory experience is considered an asset.  Equivalencies will be considered, such as; a related degree from a recognized university or additional years of related experience.

.1
[name & location for each Operations Manager].

.2
The Operations Manager will be dedicated to managing the Properties, on a full time basis and shall be on site to ensure the Work of the Contract is completed.  The Operations Manager will be responsible for the day to day operations.
.3
The duties include, but are not limited to, management of the facilities, coordinating work as required, supervising other staff and liaising with the Users on specific issues, minor building maintenance items, performing and documenting scheduled system checks and operations, responding to User requests and concerns as required.

.4
Backup Operations Manager will be required should the Operations Manager not be available for more then five (5) consecutive business days. The requirement for cover off must be met at all times during the Contract.
.5
The Minister reserves the right to interview and approve new Operations Manager appointments.  The Operations Manager shall not be the principle of the company.

3.4
BUILDING OPERATOR

.1
The Property Manager, as part of Direct Costs, shall provide a Building Operator on the Property during [ specify hours ] and for the term of the Contract.  The Property Manager’s certified employee [ may] [shall not ] be the Building Operator.

Edit Note:  Add locations of specific work requirements or number of building operators as may be required.

.2
The Building Operator shall possess a valid Alberta [  specify qualifications (e.g. 3rd, 4th, 5th Class Engineer)  ] [  designation or other approved equivalent  ], and have a  minimum of [  #  ] years proven related experience.

.3
Experience shall include [  #  year(s) minimum  ], operating a Building Management Control System.

.4
The Property Manager shall notify the Minister of any proposed change of the Building Operator, and the Minister reserves the right to interview and approve new appointments of the Building Operator.

.5
The Property Manager shall ensure that a fully trained backup Building Operator be available to cover for the Building Operator when the Building Operator is absent.

Edit Note:  Add locations of specific work requirements or number of other personnel as necessary. Specify other personnel requirements, e.g. staff security, parking attendant, etc.

3.5
OTHER PERSONNEL

.1
The Property Manager, as a part of the Direct Costs, shall provide a full time Site Maintenance Person on the Property during normal working hours.  The Site Maintenance Person shall not be the Building Operator [or the Certified Employee].

.2
The Property Manager shall ensure that a fully trained backup Site Maintenance Person shall be available to cover for the Site Maintenance Person in their absence.

.3
The Site Maintenance Person’s duties shall include, but not be limited to, carrying out minor maintenance, repairs and operational Work as required.

.4
The Property Manager shall provide a full time administration person on the Property during normal working hours.

.5
The duties of the administration person shall include, but not be limited to, receiving and administering User requests and reception.

3.6
RESPONSE TIME

.1
The Property Manager shall respond in a timely manner to the Property and User needs and shall be readily accessible with all necessary resources during normal operating hours and 24 hours a day, 7 days per week for any emergency situation.

3.7
RELATIONSHIP TO USER AND THIRD PARTIES

.1
The Property Manager shall respond in a respectful, timely and courteous manner to reasonable requests of User and third parties having business on the Property.

.2
The Property Manager shall carry out Work in a manner that provides minimum interference to the legitimate activities of the User and third parties.  Reasonable notice shall be given to the User and third parties for any interruption to service or interference with their activities.  Work shall be scheduled for non-peak hours or outside normal working hours where serious disruption of service is expected.

3.8
SUBCONTRACTORS AND VENDORS

.1
The Property Manager agrees to preserve and protect the rights of the parties under the Contract with respect to Work performed under subcontract and to:

.1
enter into contracts or written agreements with his Subcontractors to require them to perform their Work in accordance with and subject to the terms and conditions of the Contract Documents, and

.2
be fully responsible to the Minister for acts and omissions of his Subcontractors and of persons directly or indirectly employed by them.

.2
The Property Manager therefore agrees to incorporate the relevant terms and conditions of the Contract Documents into all subcontract agreements.

Edit Note:  Edit if not a new contract

.3
The Property Manager agrees to enter into agreement with those Subcontractors proposed on the List of Subcontractors and accepted by the Minister [upon awarding of the Contract.]  Proposed changes to the List of Subcontractors must be supported with valid reasons and approved by the Minister.

.4
The Minister may, for reasonable cause, object to the use of a proposed Subcontractor and require the Property Manager to contract with another Subcontractor.

.5
All Subcontractors and Vendors shall be at ‘arms length’ to the Property Manager unless prior approval is obtained from the Minister.

.6
The Property Manager shall provide a corporate profile of any or all of the Subcontractors used for the Property upon request by the Minister.

.7
The Property Manager shall ensure that factory trained or qualified service personnel perform the Work.

3.9
CONSULTANTS

.1
The Property Manager may be required to obtain the services of consulting firms to complete the Work.

.2
Costs associated with consultant reports or studies requested by the Minister will be processed as Direct Costs.

3.10
ON-SITE OFFICE

Edit Note:  Select items .1 through .4 when on-site office will be provided by the Minister.

.1
The Minister will provide a furnished On-site Office for the use of the Property Manager.  The location of the On-site Office will be identified during the site tour. In the case of the Property consisting of more than one site or building, [only one On-site Office will be provided] [ On-site Offices will be provided at the following Locations].

.1
(location)


.2
(location)
.2
The Property Manager shall be responsible for providing his own telephone and data line systems within the Property.

.3
The Minister reserves the right to allocate alternate space to the Property Manager during the term of the Contract. Costs associated with the relocation will be Direct Costs.

.4
The Property Manager shall not use the On-site Office to coordinate or transact any business other than that described in this Contract.

OR

Edit Note:  Select items .1  when the Minister will not provide an on-site office.

.1
The Minister will not provide an On-site Office for the use of the Property Manager.

3.11
OPERATIONAL OFFICE

.1
The Property Manager shall maintain, for the term of the Contract, a fully responsive Operational Office for management and administration of the Contract.  The office shall not be part of the facilities managed under the Contract, unless covered under a separate lease agreement.

.2
The Property Manager shall, upon request of the Minister, make all necessary Contract related records and documents available at the On-site Office, or at another location determined by the Minister, where the Operational Office is more than 200 kilometers from the Property.

4.0
SPECIFIC REQUIREMENTS

4.1
SPECIFIC SITE REQUIREMENTS AND HOURS OF OPERATION

.1
The Specific Site Requirements includes but is not limited to the unique property management requirements of each Property; the cost of such shall be associated with their respective category of Management Fee and Direct Costs, unless specified otherwise.

.2
The Property Manager shall ensure the buildings forming part of the Property are open during normal hours of operation and secure immediately after hours.

.3
The Property Manager shall secure the Property after hours on normal working days. Access after hours shall require a logged identification and sign in procedure.  Removal of articles from the Property after hours shall require proper approval.

.4
The Property Manager and the User may agree to the User locking and unlocking the buildings to meet User needs.

Edit Note:  Optional Specific Site Requirements clauses.

.5
[  Building name and location  ]

.1
The Property is used by the Department of [     ] for the purpose of [     ] for the Province of Alberta.

.2
The Property is operational from [          ] a.m. to [          ] p.m., [five] days a week, and [is] [is not] open to the general public.

.6
Environment:  located at [                                  ]

.1
The Property is used by the Department of Environment for the purpose of equipment and supply storage for the Province of Alberta.

.2
The Property is operational 24 hours per day, seven days a week, with no set normal Hours of Operation and is not open to the general public.  The User is responsible for locking and unlocking the buildings.

.3
The Property Manager shall be responsible to ensure the walk-in freezer remains at or below –20C.

.7
E.C.S. Buildings:  located at [                                     ]

.1
The Property is used by the Early Childhood Services Program for the purpose of providing kindergarten classes.  The land is in the name of the [ Name of School District ] and maintained by the same.

.2
The Property is operational from [8:30 a.m. to 3:30 p.m., five days a week,] and is not open to the general public.  The User is responsible for locking and unlocking the buildings.

.8
Group Homes:  located at  [                                                 ]

.1
The Property is used by the Department of [Children’s Services] [Health and Wellness]  [Human Resources and Employment] [Justice] for the purpose of integrating various individuals into a community lifestyle.

.2
The Property is operational 24 hours a day, seven days a week, with no set normal Hours of Operation, and is not open to the general public.  The User is responsible for locking and unlocking the buildings.

.3
The Property Manager shall prearrange all visits by his employees and Subcontractors with the house parent or resident supervisor to ensure that there will not be any interference with the group home program. 

.4
The Property Manager shall under no circumstances expect the house parent or resident supervisor to undertake or pay for any repairs, or articles with regards to the Contract, unless specified as being the  User responsibility.

.5
The following items may be required for, but not limited to the ongoing management of the Property.

.1
In the event that the Property is vacant, the Property Manager shall ensure the security of the Property.  This shall include but not be limited to the checking for illegal entry, line freeze-up prevention, snow and grounds maintenance, and general maintenance as may be required.

.2
The Property Manager may be called upon by the group home contact, house parent or supervisor to provide snow cleaning, ground maintenance and security checks while the User may be on vacation or on temporary leave.

.3
The Property Manager shall be responsible for repairs of all Users’ and Minister’s major appliances, furnishings and equipment (e.g., TVs, freezers, washer, dryer, microwave, dishwashers, fridges, stoves, lawn mowers, stereos, century tubs).

.4
The Property Manager shall repair damaged furniture and interior or exterior décor.

4.2
PREVENTATIVE MAINTENANCE

.1
The Property Manager shall ensure that the preventative maintenance activities, frequencies and requirements for the Property, as specified in the Minister’s Preventative Maintenance Program or the recommendations of the individual equipment manufacturers are rigidly adhered to.

.2
Where differences in activities, frequencies or requirements exist between the Minister’s Preventative Maintenance Program and the Manufacturers’ recommendations, the latter shall be adhered to.

.3
All Work performed shall be done by trained and qualified service personnel.

.4
All equipment and systems shall be operated in compliance with the manufacturers’ recommendations as detailed in their manuals and in conformance with good operational practices.

.5
The Property Manager shall as part of the Mobilization Plan provide to the Minister a detailed division of Work for all Preventative Maintenance performed at intervals quarterly or greater. The division of Work shall indicate the task, frequency and if the Work is to be done by the Property Manager’s employees or Subcontractors.

.6
The Property Manager shall ensure the 52 week manual card Preventative Maintenance Program supplied by the Minister is maintained for each building on the Property during the term of the Contract.  All preventative maintenance activities are to be kept up-to-date, and those activities performed shall be recorded on the card with the date and the personnel who performed the Work.

.7
The Property Manager shall provide full service elevating device maintenance unless otherwise specified in section 4.1 Specific Site Requirements. The Minister’s Preventative Maintenance Program shall be the basis for all elevating device maintenance and shall be the minimum standard. The Minister’s Technical Resource Centre specifications for elevating device maintenance shall be referenced for any sub-contracting of these services.
.8
The Property Manager shall provide annual safety inspections for all elevating devices performed by a Safety Codes Officer appointed under the Safety Codes Act (Alberta). The Minister’s Technical Resource Centre specifications shall be referenced for sub-contracting of these services.

.9
The Property Manager shall obtain prior approval from the Minister for any proposed change to the Preventative Maintenance Program.

4.3
CARETAKING REQUIREMENTS

.1
The Property Manager shall provide all applicable caretaking activities and respective frequencies weekdays between the hours of 4:30 a.m. – 12: 30 a.m. unless other time frames are specified.
Edit Note:  Edit if not a new contract the reference to the Mobilization Plan is not required.

.2
The Property Manager [as part of the Mobilization Plan] shall submit to the Minister a detailed caretaking schedule.  The Minister intends to conduct formal Caretaking inspections with the Property Manager to ensure all aspects of the caretaking schedule are being performed.

.3
The Property Manager shall provide Canadian Standards Association approved equipment and supplies suitable to complete the caretaking requirements.  The Property Manager is responsible to obtain applicable maintenance data for the finishes and fixtures and shall at his sole cost replace any of the Minister’s property damaged by the improper use of cleaning equipment or supplies.

Edit Note:  One location where Caretaking training is available is Norquest College.

.4
The Property Manager shall ensure that competently trained caretaking supervisors and experienced and trained caretakers are employed to perform the caretaking functions. All caretaking personnel shall be bonded and have a neat and clean appearance.  The Minister may accept equivalencies to the caretaking supervisor’s qualifications all of which are as follows:
.1
Certificate in supervisory skills.

.2
Certificate in First Aid.

.3
Certificate in W.H.M.I.S. - train the trainer.

.4
Certificate in carpet care.

.5
Three years caretaking supervisor experience.

.6
References for caretaking services.

.5
The Property Manager shall develop a quality assurance program to ensure a clean, polished, sanitized, aesthetically pleasing facility appearance and shall provide a copy of the Property Manager’s monthly caretaking condition report including remedial actions.

.6
The Property Manager shall provide Industry Standards that are commonly understood to be “green” cleaning practices.  These environmentally friendly practices are defined as products and services that have a lesser or reduced effect on human health and the environment when compared to other products and services that are used for the same purpose.

.7
The property manager shall use caretaking products that conform to the following:

.1
Only cleaning products certified under Canada’s Terra Choice Eco-Logo Program Standards or other products acceptable to the Minister shall be used.  Where products are not available under the Eco-LogoTM certification, a minimum of U.S. Green Seal standards will be accepted. 

.2
Disinfectants:
.1
Combustion disinfectant/cleaners are not permitted.
.2
Disinfectants shall only be used in critical areas such as washroom touch surfaces, doorknobs, push bars and handles, telephones, elevator buttons and any other surface with frequent public contact.
.3
Products shall contain a Drug Identification Number (DIN) as verification for disinfection compliance.
.3
Toilet Tissue shall have a minimum 100% recovered material and 20% post-consumer content.  Paper Towel shall have a minimum 100% recovered materials and 40% post-consumer content.
.4
Plastic garbage bags and liners shall have a minimum of 10% recycled content.
.5
Specialty Products:

.1
Where product certification does not exist, every effort shall be taken to obtain the safest products available. (e.g., cleaning products such as floor and baseboard strippers (to remove existing, non-compliant, finish), gum removers, graffiti removers, solvent spot removers, hydrochloric acid bowl cleaners, caustic drain cleaners, absorbent clean up powders, WD-40, ice melting products and air fresheners).
.2
Currently, no specialty products meet the minimum Eco-Logo criteria or U.S. Green Seal criteria.
.3
The Minister shall be notified in advance if any specialty products must be used.
.8
The following products are not permitted for use, unless approved by the Minister:

.1
Anti-bacterial hand soaps

.2
Aerosols
.3
Urinal blocks containing Paradichlorobenzene

.4
Bleach
.5
Mop treatments
.6
Vinegar

.9
Processes:

.1
All hand surface cleaners, including glass cleaners, shall be applied onto a microfiber cloth, never sprayed directly to the surface or object.
.2
A chemical dispenser shall be used for dilution control to ensure accurate and safe mixing (shall be equipped with CSA approved backflow prevention).
.3
Only micro fiber cloths/dusters or a vacuum shall be used to contain and capture dust.  Feather/poly dusters of any kind are not permitted.
.4
Only micro fiber flat mops or vacuums shall be used for hard floors.  String mops, are acceptable for large spills and floor stripper distribution.
.10
Equipment:

.1
All vacuum cleaners shall be equipped with a 3-stage filtration system capable of capturing 96% of particulates 0.3 microns in size and must operate at a decibel level less then 70dBA.
.2
All carpet Extractors shall be capable of removing enough moisture to ensure carpets dry in less then 24 hours.
.3
All floor Care Equipment such as floor buffers and burnishes shall be equipped with dust control devices and must operate at a decibel level less then 70dBA.
.4
All Battery Powered Equipment shall be equipped with environmentally preferable gel batteries.

.11
The Property Manager, shall use the following general caretaking tasks and frequencies as minimum guidelines for maintaining the Property to an acceptable clean standard:

.1
Daily Activities

.1
Carpeted areas in elevators, lobbies and traffic areas shall be vacuumed.

.2
All hard floors in elevators, lobbies and traffic areas shall be damp mopped.

.3
Interior and exterior ashtrays and sand urns shall be emptied and cleaned.

.4
Entrance doors including glass (where applicable) shall be cleaned.

.5
Interior glass doors shall be cleaned.

.6
Washroom floors, mirrors, product dispensers and fixtures shall be washed and disinfected.

.7
Paper towels, toilet tissue, and soap shall be replenished.

.8
Wastebaskets in lunch / coffee areas shall be emptied.

.9
Brass, metal doors, frames, porcelain panels and hardware shall be cleaned of finger marks.

.10
Mats shall be removed and cleaned on both sides.

.11
Elevators and elevator doors shall be cleaned and door guides vacuumed.

.12
Water fountains shall be cleaned including floor and wall areas.

.13
Telephone booths shall be cleaned.

.14
Janitor rooms shall be cleaned.

.2
Alternate Days (Days to be determined)
.1
All carpeted areas shall be vacuumed.

.2
All hard floors shall be damp mopped.

.3
All waste baskets shall be emptied.
.4
Carpets shall be spot cleaned as required.

.5
Upholstered furniture (chairs, sofas, room dividers) shall be spot cleaned.

.6
Walls, glass, doors, light switches, and windows shall be spot cleaned.

.7
Stairwells dusted and mopped.
.3
Weekly Activities

.1
Floor tile, terrazzo, granite and marble shall be washed and spray buffed.

.2
Interior and exterior ornamental metal shall be cleaned and polished (including door kick and push plates).

.3
Telephones shall be disinfected.

.4
Wastebaskets shall be wiped clean.

.5
Water shall be added to all floor drains.

.6
Furniture, desks and fixtures including windowsills, ledges, horizontal surfaces, shall be cleaned (dusted/damp wiped/vacuumed).

.7
Desks, counter tops and tables shall be damp wiped (including blotters and glass tops).

.8
Toilet partitions shall be cleaned and disinfected.

.9
Loading docks shall be swept clean and washed.

.4
Monthly Activities

.1
Interior glass partitions and draft deflectors shall be washed.

.2
Mechanical rooms shall be swept and mopped.

.3
Blinds shall be dusted.

.4
Washroom walls shall be washed.

.5
Ceramic tiles shall be cleaned.

.6
Grills of mat wells shall be removed and cleaned.

.7
Counter and desk tops shall be washed and polished.

.8
Window sills shall be washed.

.5
Quarterly Activities

.1
Wood paneled walls, special effects and doors shall be dusted.

.6
Semi Annual Activities

.1
Interior glass shall be washed.

.2
Exterior marble and granite around entranceways shall be washed.

.3
Air intake grills shall be dusted and cleaned.

.4
All horizontal surfaces beyond normal reach shall be dusted.

.5
Fire hose cabinets shall be cleaned inside and out.

.6
Drapes and fabric blinds shall be vacuumed.

.12
The Property Manager shall provide the following Caretaking requirements at frequencies determined by the Property Manager and approved by the Minister.  Frequencies are shown on the Property Manager’s Caretaking schedule prepared prior to the commencement of the Contract.

.1
Carpet areas shall be cleaned in accordance with the manufacture’s recommended cleaning methods and as practiced by the carpet cleaning profession.  Carpet located in traffic areas shall be shampoo cleaned as required.

.2
Walls shall be dusted and washed.

.3
Ceilings shall be dusted.

.4
Blinds shall be washed.

.5
Drapes shall be dry-cleaned and fire retarded in accordance with the requirements practiced by the dry-cleaning profession.  The schedule for the removal of drapes shall be approved by the Minister.

.6
Upholstered furniture (chairs, sofas, room dividers) shall be shampooed.

.7
Exterior windows shall be washed on the exterior and interior surfaces.

.8
Floor tile, terrazzo, granite and marble shall be stripped and refinished.

.9
Light fixtures shall be cleaned.

.10
Panoramic elevator exteriors shall be cleaned.

Edit Note:. Specify this optional clause only when a designated uniformed caretaker is required. Include the building and location. 

.13
The Property Manager shall provide a designated uniformed caretaker to the day shift (40 hours/week) for the following space [  locations  ].  The Property Manager shall control shift times.  The duties and activities shall include but not be limited to the following:

.1
Floors in traffic areas and lobbies shall be maintained in a clean condition.

.2
Floors shall be spot cleaned when required including cafeteria floors.

.3
Interior and exterior waste receptacles including cafeteria areas shall be emptied.

.4
Walls, glass doors, light switches, windows shall be spot cleaned.

.5
Displays shall be cleaned with an appropriate cleaning agent and method.

.6
Brass, metal doors, frames, porcelain panels, hardware shall be cleaned of finger marks and buffed.

.7
Furniture in common areas shall be dusted and polished.

.8
Paper towels, toilet tissue, dual dispensers and toilet soaps shall be replenished.

.9
Washroom fixtures, including waste receptacles, dispensers, mirrors and counters shall be cleaned and disinfected.

.10
Washroom fixtures shall operate properly and all blockages shall be cleared.

Edit Note:  The following clause is specialized optional.

.14
The following caretaking frequencies are required at each building location listed below and take precedence over those listed in the general caretaking tasks and frequencies.

.1
Storage Areas:  [  locations  ].
.1
Floors shall be cleaned weekly.

.2
Warehouse Areas:  [  locations  ].

.1
Floors shall be swept once a week. 

.2
Garbage containers shall be emptied as required.

.3
Environment:  [  locations  ].

.1
Washrooms shall be cleaned once a week.  The Property Manager shall provide cleaning supplies to the User.  The User is responsible to keep the bathroom clean during the week and clean the warehouse as required.

.4
Cafeteria and Dining Areas:  [  locations  ].

.1
Garbage containers shall be emptied as required daily.

.2
The caterer shall be responsible for the routine cleaning of the tables and chairs.

.3
Carpet areas shall be shampoo cleaned quarterly in accordance with the requirements practiced by the carpet cleaning profession.

.4
Floors shall be cleaned once daily.

.5
Food Preparation Areas:  [ locations ].

.1
Floors shall be washed once daily.

.2
The caterer shall be responsible for cleaning of the equipment used in the production service.

.6
Holding Cells Remands / Corrections / Courthouse:  [ locations ].

.1
Materials

.1
Use coloured or disposable cloths to prevent cross-contamination.

.2
Definitions

.1
Disinfect: to clean by destroying harmful bacteria.

.2
Sanitize: to make hygienic or to clean to prevent disease.
.3
Practices

.1
Any individuals involved with cleaning holding cells shall be trained in Standard Precautions and First Aid Procedures for contact with blood borne pathogens and other potentially infectious materials.  Any individuals involved with cleaning holding cells shall be knowledgeable in the requirements under the Occupational Health and Safety Act as well as requirements under the Public Health Act and Communicable Disease Regulations.  Training is available from many janitorial supply companies or through the Work Safe Alberta Information Sharing Network.

.2
Stringent safety precautions shall be used around electrical outlets and proper Personal Protection Equipment (PPE) such as gloves, boots, goggles, aprons etc. shall be worn.

.3
A log book shall be maintained and kept on site for incident reporting and signing upon completion of any potentially hazardous clean-ups and periodical services performed. All entries shall be recorded by trained personnel listed in the front of the log book.

.4
Disposal

.1
All cleaning cloths and items contaminated with blood or fluids capable of transmitting blood borne pathogens shall be placed in leak proof containers or double bagged and disposed of within 24 hours with standard building waste.

.5
Daily Cleaning

.1
Pick up and remove all garbage.

.2
Damp wipe cell bars if needed using a disinfectant solution.

.3
Clean and disinfect toilet bowls and sinks including undersides of the bowls.

.4
Damp wipe benches with disinfectant solution.

.5
Spot clean all walls, doors and frames.

.6
Sweep and wash floors with a general purpose cleaner.

.7
Tiled floor areas shall be washed with a neutral cleaner.

.8
Spot clean glass in Control Room.

.9 Sanitize all telephone handsets and cradles with pre-moistened disposable germicidal wipes containing no less than 70% alcohol content.

.6
Periodic Services

.1
All cell bars shall be damp wiped with a disinfectant solution weekly.

.2
Tiled floor surfaces shall be stripped and refinished two times per year.

.3
Exterior Control Room glass shall be cleaned weekly.

.4
Entire Jail Cell Cleaning and Disinfection two times per month.

.7
The following procedures shall be used for Entire Jail Cell Cleaning and Disinfection:

.1
Preliminary Cleaning (Step One)

.1
Manually wash all areas with standard wall washing tools.  Apply general purpose cleaner to all surfaces and scrub as per manufacturer’s recommendations.  Rinse all surfaces.

.2
Primary Cleaning (Step Two)

.1
Apply approved pH balanced Quaternary Germicidal disinfectant solution (Hospital Grade) to all surfaces.

.2
Allow disinfectant contact time of 10 minutes or according to manufacturer’s recommendations.

.3
Rinse all surfaces ensuring removal of all residues
.4
Dry/polish plumbing fixtures.

.5
The use of a dry steam vapour machine shall also be acceptable.

.6
Floors shall be washed once daily.

.7
Caretaking Exclusions:  [  location  ]
.1
Group homes at [ locations ], all caretaking with the exception of carpets, drapery and furniture is excluded and will be done by the User.

.2
ECS facilities at [ locations ], all caretaking is excluded and will be done by the User.

.3
[    ]

4.4
HORTICULTURAL REQUIREMENTS 

.1
The Property Manager shall maintain a log of all horticultural and interior plant maintenance activities including any chemical applications.  Chemical application details must include target weed or pest, type and rate of application of the chemical, mode of application, date, time, weather conditions, and results of applications.

.2
Perform disease, weed and pest control in accordance with the Provincial Chemical Applications Regulation, while considering the effects on surroundings.  The manufacturer’s specifications and precautions shall be followed when applying any chemicals for control.

.3
The Property Manager shall supply all materials, personnel and equipment necessary to maintain the Property at acceptable horticultural standards as specified in the Minister’s Grounds Maintenance Manual. Refer to Schedule 6.

.4
General horticultural requirements should include but not be limited to:

.1
sweeping steps and walks,

.2
top-dress, re-seed or re-sod as necessary in damaged or defective areas,

.3
collect and dispose of debris off the site (including dead plant debris),

.4
cultivate soils (i.e., plant beds),

.5
edging,

.6
fertilizing (i.e., lawn, trees, flowers, shrubs),

.7
maintaining all driveways, sidewalks and parking areas clean and weed free,

.8
maintaining all landscaped features clean and in good condition (i.e., benches),

.9
mowing of turf at approximately 65 mm,

.10
provide a pleasing display of flowers in all flower beds and planters,

.11
raking of lawn cuttings and other debris,

.12
spraying of lawns, trees, shrubs, flowers and other plants for weed, disease and insect control, and

.13
water and irrigation as necessary to keep plants healthy.

.5
Shrubs and trees should include:

.1
cultivation and weeding of soil,

.2
pruning,

.3
replacing dead or unhealthy plants, and

.4
staking and placement of guy wires.

.6
spring clean-up shall be completed as soon as spring working conditions are favorable and include:

.1
aerating turf,

.2
irrigation system startup,

.3
lawn raking and rolling of frost heaves, and

.4
snow fence removal.

.7
Autumn preparation shall be completed after the first killing frost and include:

.1
cutting back of foliage of perennials,

.2
deep cultivating of flower beds and soils,

.3
deep water of trees and shrubs prior to freezing,

.4
preparation of the irrigation system for winter,

.5
raking and removal of leaves,

.6
removal and disposal of all annuals from planters and plant beds,

.7
erecting snow fence, and

.8
winter protection of specialized plant species to ensure their survival, this will include specific care as: tree wrap, mulch, rodent protection, antidesiccant spray and sun barriers.

.8
Atrium and common area interior plant maintenance shall include the following:

.1
fertilizing,

.2
cleaning of foliage every 6 months (do not use plant shine),

.3
repotting,

.4
spraying for weed, disease and insect control,

.5
pruning,

.6
weeding,

.7
cultivating of soil,

.8
watering and misting,

.9
replacement of dead and unhealthy plants, and

.10
leaching.

.9
The following horticultural activities and frequencies are required and take precedence over those listed above.

.1
Environment: [  locations  ]

.1
Grass shall be cut three (3) times during the summer months.

.2
Grounds care shall be as requested by the User and approved by the Minister.

.2
Group Homes:  [ locations ] 

.1
The Property Manager shall complete the following horticultural requirements:

.1
repairs and damage to lawns (e.g., re-sod, re-seed),

.2
replace damaged shrubs and trees,

.3
provision of fertilizer and fertilizer services,

.4
spraying for lawns, trees, shrubs and plants for weed disease and insect control,

.5
trimming and pruning of trees and shrubs,

.6
spring preparation (cultivation of soils),

.7
winter protection of specialized plants,

.8
addition of top dressing; and

.9
power raking in the spring.

.3
ECS Facilities: [ locations ]

.1
Horticultural activities are not required.

4.5
SNOW REMOVAL

.1
The Property Manager shall ensure all walks, roads, parking areas, and storage areas associated with the Property are cleared of snow and treated for ice as required.

.2
The Property Manager shall maintain on each site a daily log of snow and ice removal activities.

Edit Note:  Optional Site Specific Requirements clauses, edit to suit requirements.

.3
The following locations are responsible for their own snow removal and are responsible to contact the Property Manager to arrange any special snow or ice removal requirements:

.1
[ location ]

4.6
SECURITY REQUIREMENTS

.1
The Property Manager shall ensure 24-hour monitoring of all existing electrical monitoring/reactive systems, including elevator telephones.

.2
One complete set of required keys will be supplied by the Minister.  The Property Manager shall be responsible for the duplication, distribution and control of all keys.  The Property Manager may change any of the existing lock systems, upon the Minister’s prior approval.

.3
All security regulations and procedures in force at the commencement of the Contract shall be maintained in the most judicious manner to ensure the continuance of the level of service.

.4
The Property Manager shall install, replace and maintain security equipment to the minimum standards prescribed by the Minister.

.5
The Property Manager shall immediately report all bomb threats or other threats on the Property in accordance with the Minister’s Facility Emergency Response Plan. Where no plan exists the Property Manager shall immediately report threats to the Minister. Security incidents shall be reported to the Minister in writing within 24 hours of occurrence.
.6
The Property Manager shall undertake a security check of personnel that service the Property, as requested by the Minister. When the results of a security check do not satisfy the Minister, the Property Manager shall not allow that person on the Property.

.7
The Property Manager shall ensure that each and every employee of the Property Manager and his Subcontractors while on site, displays an identification card with photograph, employee’s name and firm name.

.8
The Property Manager shall ensure that each and every employee of the Property Manager and his Subcontractors while on site shall:

.1
maintain visual control of, and closely monitor the use and the location of all tools, equipment and materials at all times during the progress of the Work;

.2
shut off and properly secure all equipment, which is left unattended;

.3
lock parked vehicles when left unattended;

.4
be forbidden to carry firearms on their person or in a vehicle servicing the Property;

.5
not in any way interfere with the User or their program;

.6
be forbidden to carry or possess alcohol or drugs on the Property;

.7
comply with the rules of the User; and

.8
be forbidden to buy, trade, or sell, anything from or to the public having business on the Property.

.9
The Property Manager shall at all times comply with all points of security post orders which specify the required type and frequency of activities.  Security post orders shall be reviewed semi-annually by the Property Manager and the Minister to ensure that the security requirements of the Property are met.

.10
The Property Manger shall utilize personnel, equipment and procedures from the Security Guards and Security Guard Supervisor Regulation (CAN/CGSB-133.1-99) and Alberta Private Investigator and Security Guards Act for the provision of Security Guard services where Security Guard services are required.

Edit Note:  Insert site specific security requirements and locations.

.11
The Property Manager shall keep the Property secure at all times and provide special security as follows:

.1
[                                ]

4.7
WATER TREATMENT PROGRAM

.1
The Property Manager shall, as part of Operations, maintain for each separate building, a water treatment program specific to those systems in use within the Contract, including Potable Water Systems where applicable.

.2
The Property Manager shall ensure the water treatment program is administered by personnel knowledgeable in the field of sampling, testing, and treatment of water and mechanical system fluids. 

.3
The Property Manager shall submit to the Minister, in accordance with the requirements of the Mobilization Plan, Section 1.17.11, a comprehensive water treatment program which includes the following. 

.1
Statement acknowledging the importance of water treatment

.2
Commitment to a water treatment program

.3
Indication of knowledge of the specific systems and current treatment

.4
Evidence of staff trained and qualified in water testing and treatment

.5
Treatment proposed and supporting rational for recommending changes

.6
Tests performed, control parameters, frequencies and logging results

.7
Retention of treatment records and correspondence 

.8
Professional resources monitoring and advising on water treatment

.9
Compliance with Government Water Treatment Program (as applicable)

.10
Approval process required to change treatment program

.11
Chemical handling and disposal safety

.4
The Property Manager shall submit to the Minister as part of the monthly meeting, the water analysis results, chemical added and any corrective actions taken on all systems. 

.5
The Minister encourages the use of the Infrastructure Water Treatment Program, designed for systems utilizing Generic Chemical Treatment rather than Proprietary products. In cases where this Program is used, the Property Manager shall adhere to the procedures described in the Water Treatment Program Manual which is published on the Internet at: http://www.infrastructure.alberta.ca/index.htm and follow the links to Public Buildings & Lands / Provincial Buildings and under Provincial Building Operations.

.6
The Minister acknowledges the use of proprietary treatment in some systems. In such cases, the Property Manager shall ensure operators receive appropriate training to enable them to competently manage those programs. 

.7
Any changes to the water treatment program in place requires the Minister’s prior written approval. The Property Manager assumes all responsibility for changes made to the water treatment program throughout the duration of the Contract when such changes were made without the Ministers written approval. In the case of unauthorized changes, the Property Manager shall pay any and all costs resulting from damage or deterioration to the systems and associated equipment, or any costs that may be incurred to remedy or restore the program to the satisfaction of the Minister. 

.8
The Infrastructure Water Treatment Program Consultant (Consultant) is authorized to conduct bi-annual inspections, or as may be required, on all systems. The Minister will coordinate these inspections with the Property Manager, who shall in turn cooperate by providing access and operating personnel to accompany the Consultant as well as all documentation regarding the systems operation relative to water treatment.

.9
The Property Manager shall, upon the direction of the Minister, ensure the recommendations of the Consultant are strictly adhered to and completed in a timely fashion. The Property Manager shall advise the Minister in writing upon completion of the Consultant’s recommendations. The Consultant’s recommendations shall take precedence over that provided from chemical suppliers, contractors or manufacturer's representatives.

.10
The Property Manager is responsible to ensure every precaution is taken to ensure the discharge of chemical or chemically treated fluid is done only in accordance with local bylaws, regulations or Environmental guidelines, and shall ensure operators are knowledgeable with those procedures, including reporting of accidental discharge, regardless of the treatment program used. 

.11
The Property Manager is responsible to ensure all personnel are trained in chemical handling, safety procedures and have completed WHMIS training.

.12
The Minister intends to provide annual training seminars to assist and educate building operators in water treatment. Property Managers are strongly encouraged to promote awareness through staff participation in this training. The Property Manager will be reimbursed as a Direct Cost for reasonable travel expenses that may be incurred for this training.

4.8
ENERGY AND WATER MANAGEMENT

.1
The Property Manager shall access the Minister’s Internet based financial reporting system for the purpose of monitoring the Property energy and water consumption information.

.2
The Property Manager shall develop and maintain a viable utility management program for the duration of this Contract.  This shall include, but not be limited to ensuring that energy is efficiently utilized by the Property, and ensuring that utility charges for the Property are accurate.

.3
The Property Manager shall submit to the Minister an annual report summarizing the utility management program results and benefits.  The report shall include each building over 1000 m2:

.1
energy and water management initiatives;

.2
explanation for variances in consumption and demand.

4.9 ENVIRONMENTAL MANAGEMENT
.1
The Property Manager shall ensure that the building is operated in a manner that mitigates harmful environmental impacts.

.2
The Minister encourages the use of Infrastructure’s Green Guide in guiding operating principals and practices as they relate to environmentally friendly operation. The Green Guide can be located on the Intra net(AICM) by following the links to Facilities / Government Owned and Leased Facilities / Facility Operations / AIT’s BESt Program.
.3
The Minister encourages efforts to certify buildings under the BOMA (Building Owners and Managers Association) BESt Program.

.4
The Property Manager shall ensure that base building recycling programs are in place to collect and properly recycle the following materials: paper fibres, plastics, metals and office consumables (ie: toner cartridges). 

.5
The Property Manager is responsible for ensuring that all lamps and mercury containing devices are properly disposed of through Infrastructure’s Lamp Recycling Program.
.6
The Property Manager is responsible for collecting and managing the disposal of batteries within the Property under Infrastructure’s Battery Recycling Program.
4.10
BOMA - BESt PROGRAM (Formerly Go Green)

.1
The Minister fully supports the BOMA (Building Owners and Managers Association) BESt Program and as such, may require the Property Manager to seek and achieve certification for any of the buildings within this Contract.

OR

.1
The Minister fully supports the BOMA (Building Owners and Manages Association) BESt Program and as such, requires the Property Manager to seek and achieve certification for the following buildings within this Contract.

.1

.2

.2
The Property Manager will be responsible for implementing appropriate practices; documenting and reporting environmental indicators; and applying and meeting the requirements for certification and recertification.

.3
Presently the following buildings have been certified by BOMA BESt Program and the Property Manager must maintain the certification in good standing and recertify prior to the expiry date, until the Minister gives direction other wise. The following buildings that have been certified and their original certificate dates:

.1

.2

.4
The Property Manager shall provide an annual report to the Minister on the status of the BESt Program for the buildings in this Contract.
Edit Note:  Edit if Food Service is not required.

4.11
FOOD SERVICE

.1
The Property Manager shall provide a nutritious, appetizing meal service following the specific guidelines for variety in Canada’s Food Guide.

.2
The Property Manager shall provide efficient and courteous personnel.

.3
Sales of alcoholic beverages are prohibited.

.4
Advertising the food service shall be allowed with the Minister’s prior approval.

.5
All contract revenue from the food service contract shall be assigned to the Property Manager.

.6
The Property Manager shall ensure such standards, requirements and inventories as specified in the Existing Contract documents for food services are rigidly maintained either through the assigned Existing Contract or through new subcontracts, during the term of the Contract.

Edit Note:  Edit hours that food services are available.

.7
The food service shall be available continuously from [7:00 a.m. to 4:30 p.m.], Monday to Friday, statutory holidays excluded.

.8
The Food Service shall be structured around the following menu pattern. The Property Manager shall ensure that the menu is varied and acceptable to the Minister.

	
	MONDAY
	TUESDAY
	WEDNESDAY
	THURSDAY
	FRIDAY

	BREAKFAST ITEMS:
	
	
	
	
	

	Appetizer
	
	
	
	
	

	Main Course
	
	
	
	
	

	COFFEE BREAK, a.m.
	
	
	
	
	

	LUNCH ITEMS:
	
	
	
	
	

	Soup
	
	
	
	
	

	Hot Entrée
	
	
	
	
	

	Potato
	
	
	
	
	

	Vegetables
	
	
	
	
	

	Side Salads
	
	
	
	
	

	Cold Sandwiches
	
	
	
	
	

	Desserts
	
	
	
	
	

	COFFEE BREAK, p.m.
	
	
	
	
	


.9
The Property Manager shall supply all small wares, including pots, pans, services utensils, dishes, cutlery and trays as required for the preparation and delivery of food items. 

4.12
EMERGENCY WORK AND EMERGENCY RESPONSE PLAN
.1
Emergency Work will include any Work, which is urgently required, and failure to do the Work would:

.1
result in a hazardous situation, which could cause personal injury or damage to the Property or its contents;

.2
impair the value of the Property at the time of emergency; and

.3
expose either the Minister or Property Manager to the imposition of penalties, fines, imprisonment or any other liability.

.2
If, in the judgement of the Property Manager, such Emergency Work is required, the Property Manager shall proceed with the Work in the most judicious method possible.

.3
The Property Manager shall maintain a documented, detailed account of the emergency, including remedial action, and submit to the Minister within 24 hours of the occurrence.

.4
The Property Manager shall perform the duties of the Facility Security Coordinator as outlined in the Minister’s Facility Emergency Response Plan. These duties include but are not limited to; participating in planning, developing and exercising the operations and security aspects of the plan, providing first responders (fire, police, EMS) with information on physical facility operations and security, and encouraging tenants to participate in the Facility Emergency Response Plan.
.5
The Property Manager shall ensure that property management operations staff and sub-contractors understand their responsibilities for hazards outlined in the Facility Emergency Response Plan.

.6
The Property Manager shall notify the Minister in the event that the Facility Emergency Response Plan requires activation.

4.13
TENANT IMPROVEMENTS
.1
Tenant improvements consist of alterations to the space allocated to the User and may include some partition and system changes.

.2
All requests from the User for improvements to their space, regardless of the associated scope and cost, shall be submitted in writing by the Property Manager to the Minister for approval prior to commencement.

.3
Maintain and perform minor repairs to al fixed and movable standard furniture and standard equipment belonging to the User and the Minister

.4
Maintenance and repair of User’s program specific furniture and equipment are not part of this Contract.

.5
Recommend to the Minister, replacement of User’s standard furniture, when such is uneconomical to repair.  The Minister will normally replace all standard furniture not suitable for repair with recycled furniture.

.6
All costs incurred with the replacement or provision of furniture not provided by the Minister shall be the responsibility of the User.

4.14
MOVES WITHIN THE PROPERTY
.1
The Property Manager shall coordinate and carry out all tenant improvement moves within the Property as may be required by the User and approved by the Minister.

.2
Moves that are not associated with Tenant Improvements and do not change the intended use of the space, may be undertaken by the Property Manager without the Minister’s approval provided the cost of such moves do not exceed the pre-authorized expenditure limit.

4.15
POTABLE WATER
.1
The Property Manager shall provide potable water from a recognized and acceptable municipal source.

.2
Refer the Environment Public Health Field Manual for Private, Public and Communal Drinking Water Systems in Alberta published by Alberta Health and Wellness for information regarding the handling, testing and transportation of drinking water in Alberta.  Link to internet document as follows: http://www.health.alberta.ca/documents/Drinking-Water-Systems-2004.pdf
.3
The Property Manager shall post a current copy of the Sampling Protocol; Chapter 2, Environmental Health Field Manual at all locations where potable drinking water sampling is required.
.3
The tank, hoses and other equipment required to contain and transfer water shall be used for potable (drinking) water.  Equipment previously used to contain and transfer materials other then potable water will not be acceptable.  Equipment shall be properly sterilized prior to delivery of the first load of water to the site.
.4
Ensure that every possible measure is taken to protect the water from contamination.  The tank, hoses, fittings and other equipment shall be equipped with properly fitting caps. 

.5
The Property Manager shall monitor the quality and consumption of water, and ensure that the cistern is not overfilled.
.6
The Property Manager shall Schedule date and time of all deliveries, and respond to all requests for delivery within a 25 hour period.
.7
Potable water (per load) is to be metered and ticketed as follows:

.1
Quantities, date are to be identified on each ticket. 

.2
The invoice will indicate (on a per load basis): date, ticket number, quantity metered, unit price and extended amount. 

.8
Maintain an adequate supply of potable water throughout the term of the Contract at the following sites:
5.0
USER RESPONSIBILITIES

5.1
GENERAL

.1
The User shall be responsible for:

.1
shipping and receiving of all User program commodities,

.2
sending and receiving of all mail and courier items,

.3
interior plant maintenance within the User space unless identified otherwise,

.4
declaration of surplus items,

.5
telephone, cable and internet line changes, and

.6
24-hour monitoring of all User electrical monitoring/reactive systems.

.2
Environment: [  location  ] the User is responsible for:

.1
disposal of animal carcasses,

.2
snow removal in compound area other than driveway and sidewalks,

.3
defrosting walk-in freezers / coolers, and

.4
cleaning of warehouse area of building.

.3
ECS Buildings:  At the [  location  ] the User is responsible for:

.1
caretaking,

.2
paying for utilities,

.3
garbage removal,

.4
light bulb and tube replacement,

.5
horticultural services, and

.6
appliance repair.

.4
Group Homes: At the group homes located at [  location  ] the User shall be responsible for:

.1
repair and replacement of small appliances,

.2
replacement of furniture, equipment and major appliances,

.3
drapery replacement,

.4
general housekeeping, replacing light bulbs, cleaning, vacuuming and caretaking,

.5
providing User garden and lawn tools,

.6
providing garden and flower bed maintenance and planting material,

.7
removal of program supplies from vacant Group Home (food, clothing),

.8
lawn mowing, watering, raking of grass and leaves and picking up of debris, and

.9
snow removal.

6.0
DESCRIPTION OF FUNCTION CODES

NOTE:
All items specific to any other function should be charged to that code.  For example, vehicle expenses for snow removal should be charged to “Gardens/Grounds/Parking.

A.
Administration:

General administration includes all office and corporate related services and supplies.

	· User services
	· stationery (general office)

	-
moving furniture not part of a tenant improvement project
	· telephone tolls

· travelling expenses of corporate officers

	-
interior displays (special)
	· insurance and performance security 

	-
shippers/receivers/elevator operators
	
Bonding

	· raising/lowering of flags
	


S.
Architectural/Structural/Interior Finishes


Includes all activities required for operating and maintenance of the structure, envelope, roof, parkade structure, ramps/fire escapes, exterior walls (fixed), exterior finishes of the building and outside doors/other barriers.  This includes carpet and other floor finishes, painting, interior decorations and signs.  Items not directly related to “Administration” should be charged here.

	· Painting (including caulking and repainting)
	· Repair/replacement due to deficiencies in design or construction of buildings,

	· User services
	
Equipment, materials or systems

	· Tenant alterations
	· code compliance

	· User requests (e.g. installation of tack
	· insulating

	Boards, bulletin boards, picture frames,
	· purchase and maintenance of interior signs

	
Cabinets, cupboards, shelving, etc)
	· all insurance deductibles

	· repair and maintenance of furniture


(User)
	· floor coverings (including replacement of

carpets

	
Installation of User equipment
	· interior doors (including hardware)

	· minor modifications to suit tenant
	· drapes (purchase of)

	
Redistribution/reorganization
	· redecorating (interior)

	
Interior displays (special)
	· removable interior walls and partitions

	· carpentry
	· artwork

	· engineering consultants (subcontracted)
	· suspended ceilings

	· redecorating (exterior and interior)
	· cafeteria services

	· demolition
	

	· windows/glass repair
	

	
	


C.
Caretaking


This includes activities required for ensuring that the building is kept in a clean and tidy condition.

· code compliance upgrading

· window cleaning (interior and exterior)

· cleaning of drapes, carpets, furniture

· washroom supplies

· laundry/cleaning (non-User related)

· smocks/uniforms (contract specific)

· clean up from renovations/alterations

· interior pest control

· rental of towels

· waste paper recycling

· waste removal includes removal from the building and site, hazardous wastes

L.
Fire/Security/Safety Systems (Loss Prevention)


This includes all activities required for fire prevention/alarm systems, security personnel and alarm systems, detection systems, and related safety systems for the property.

	· fire hoses/portables/built-in fire
	· alarm maintenance

	
extinguishers/sprinkler systems
	· all insurance deductibles

	· commissionaires (including salaries)
	· parking attendants

	· code compliance upgrading
	· electronic security including closed

	· purchase and repair/maintenance of
	
Circuit TV

	
access control systems (including parkade)
	· fire brigade

· fume hoods

	· interior security personnel
	· intrusion systems

	· repairs/maintenance of locks
	· detection of carbon monoxide


G.
Gardens/Grounds/Parking Lots


This entails the activities required for maintenance and upkeep of exterior grounds, all gardens and exterior parking lots including snow removal and treatment of ice.

	· salt, sand or gravel for walks

· lawn sprinkler systems & irrigation
	· repairs to walks, steps, guardrails, bumpers, etc.

	· paint for line painting on parking lots 
	· salaries of grounds personnel

	· maintenance & repair of asphalt, roadways, parking lots, curbs, gutters
	· snow removal from walks, pedestrian areas, etc.

	· pest control
	· landscaping (includes upgrading)

	· skating rinks, exterior fountains
	· all insurance deductibles

	· grounds/gardens equipment supply & repair
	· annual spring sweeping and cleaning of

	· signage pertaining to gardens/grounds/ walks/parking and vehicular traffic
	
Parking lots, roadways

· flowers, trees, shrubs, etc.

	· maintenance and repair of guardrails
	· fertilizer

	· plant – interior atria and public areas
	· tree pruning

	· grass cutting
	


M.
Mechanical/Electrical


This describes all activities for purchase, installation, maintenance and repair of mechanical and electrical systems for the building.

	· BMCS

· maintenance/repair of block heater outlets

· waste water treatment

· exterior pumping systems

· conduit for building other than telephones

· sheet metal

· code compliance upgrading

· HVAC

· water treatment

· maintenance/upgrading interior/exterior lighting systems related to parking/grounds/walkways

· cafeteria equipment

· power plant staff costs

· repair/maintenance/replacement due to deficiencies in mechanical/electrical equipment, materials or systems

· elevator (supplies/materials/operator)

· plumbing/steam fitting/gas fitting

· electronics maintenance

· installation of superior or improved air control system for higher efficiency/better tenant Work environment (spec. to function)

· transformers


	· modifications in support of energy conservation (specific to function)

· interior/exterior waterlines

· refrigerator/freezer repair and maintenance

· chilled or conditioned water

· modification in support of energy conservation

· high voltage switch gear maintenance

· minor modifications to suit tenant redistribution/reorganization

· cafeteria services

· discretionary repairing of User equipment not originally provided by AI (e.g., educational, photography, laboratory equipment)

· conduit for high tech equipment other than telephones (User related)

· repairing User equipment, as requested, originally provided by AI

· User requests

· equipment/tools – rental purchase

· installation of User equipment

· underground tanks (e.g., septic tanks)

· wells

· lagoons

· repair and maintenance to on-site equipment to general electricity (e.g., generator and battery backup costs)




U.
Utilities

· light, power, electricity

· heat, fuel, oil, gas, steam (processed energy)

· sewage, water

SCHEDULE 7

ANNUAL OPERATING STSTEMENT

(Audited)

<<project>>, CONTRACT NUMBER [<<Number>>]

12 month Period from _____to_____

Expenditures For All Buildings

Management Fee







Costs


TOTAL

Direct Costs*

a) Administration

b) Caretaking

c) Food Services

d) Furnishings and Moves

e) Groundswork

f) Interior Plants

g) Maintenance

· architectural

· electrical

· elevators

· exterior

· mechanical

· overhead doors


Subtotal

h) Security and Safety Systems

i) Snow removal

j) Utilities

k) Waste Removal



DIRECT COSTS TOTAL



GRAND TOTAL

*
Manpower costs where possible should be allocated to the specific service provided.

*
Refer to section 6.0 Description of Function Codes.
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