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Section 01050
2007-09-21
Tenant Services General Requirements



Use this section when a Tenant Services Contract is required for a leased property.  The purpose of tenant services is to provide services to tenants that are not covered under the lease agreement.
This Master Specification Section contains:

.1
This Cover Page
.2
Data Sheets
.3
Specification Section Text:

1.
Summary of Tenant Services

2.
Landlord's Work not in This Contract
3.
Service Requests
4.
Cooperation

5.
Special Procedures
6.
Temporary Facilities and Controls
7.
Properties Included in the Contract
8.
Direct Costs

9.
Mark-up on Direct Costs

10.
Management Fee and Defined Services

11.
Expenditure Approval

12.
Records/Reports
13.
Invoicing 
14.
Minister's Representative
.4
Appendices:

.1
Appendix A - Contract Forecast Summary

.2
Appendix B - Description of Function Codes
It is imperative that a clear understanding be established for each leased property, outlining what the landlord is required to provide and what the Tenant Services Contractor provides.  Some services such as caretaking may be provided by the landlord, the tenant or the Tenant Services Contractor, depending on the lease.
In some cases, the tenant services for light fixture maintenance may include washing and tube replacement but not ballasts. Unless the Tenant Services Contractor is routinely involved in the building, the tenant may have problems establishing the responsibility for certain work.  The Minister's representative needs to know who is responsible for each service.  Not all properties are covered by a Tenant Services Contract.  If a property has a history of not having a lot of requirements, direct payments are made directly to the trades or other contractors.

There is no need to have a Tenant Services Contract in place for every property, nor is it mandatory to deal directly with the landlord. While the landlord should be given an opportunity to provide these services, they must be provided at competitive prices. In many cases multi-property Tenant Services Contracts have been negotiated. These are beneficial to the Minister, as they allow for less paper work, one source/contact and usually lower management fees. Consult the Expenditure Officer Authority Guidelines for sole source contract award approval authorities.
The management/administrative fees are the indirect costs of providing the tenant services. It is important to understand that the Contractor takes calls and investigates work requests that are never undertaken or invoiced as a service.

Contracts have expenditure limits that must be followed.  These limits should reflect the type of work routinely undertaken and the level of confidence in the Contractor.

The work covered under tenant services is comprehensive.  A general rule of thumb is that projects are under $2,500 but there will be exceptions. Any work that impacts the landlord's building must be approved by the landlord and vetted through the Property Development Branch. 
Tenant Services Contracts need to be renewed from time to time by means of a letter of extension or amendment. Renewals are subject to the Expenditure Officer Authority Guidelines and the policy for renewing contracts for Property Management. Use amendment templates in the Property Management Services Master Specification.
Where the landlord has agreed to provide tenant services, the term of the contract for these services may run with the term of the lease and subsequent renewals.
Use this Section in conjunction with the following Sections, as a minimum, to create the bid document:

00011PMS
Letter of Invitation to Bid

00106 PMS
Instructions to Bidders

00351 PMS
Unit Price Bid and Contract Form

00761 PMS
General Conditions

00865 PMS
Drawings and Documents
This Section and the above listed Sections may be supplemented with other Sections from the Property Management Services Master Specification to specify work required to be provided under the Tenant Services Contract, such as:

00890.1 PMS
Caretaking Services Task and Frequency Schedule

00890.2 PMS
Caretaking Materials and Equipment Schedule

00890.3 PMS
Snow Removal Material Equipment and Location Schedule

00890.4 PMS
Waste Removal Equipment Location and Pick-up Schedule

00890.5 PMS
Carpet Cleaning Material, Equipment and Location Schedule
01361 PMS
Security Screening of Contractors Personnel
01802 PMS
Caretaking Services

01804 PMS
Waste Removal Services

02971 PMS
Exterior Grounds Maintenance

08991 PMS
Minor Window Cleaning Services
09699 PMS
Carpet Cleaning

Different, additional or a combination of units shown in the Unit Price Schedule samples may be used to define the work required. An effort should be made to minimize the size of the Direct Cost portion of the contract. 

This is a sample of the Unit Price Schedule as it might appear in the bid documents for a Tenant Services contract. The specifier may cut and paste this sample into PMS Section 00351 and then edit it to suit a particular contract, by adding and deleting items as required. Note that the specifier must determine and specify the lump sum amount in item 1.

UNIT PRICE SCHEDULE

	Item

No.
	Description of Work
	Unit
	Estimated

Quantity
	Unit

Price
	Extended

Amount

	
	
	
	
	
	

	1.

2.

3.

4.

5.

6.

7.


	Direct Costs

Markup on Direct Costs

Multiply Lump Sum for Direct Costs by percentage mark-up and enter amount in Extended Amount column.

MANAGEMENT FEE AND DEFINED SERVICES
Management Fee

Unskilled/General Labour (works with hand tools and furniture dollies). Includes, but is not limited to, hanging pictures and boards, installing keyboard trays, assembling shelving and screens, replacing light tubes and general clean up. 

Semi-skilled Labour (works with power tools etc.). Includes, but is not limited to, minor repairs, furniture assembly and repair, window coverings, graffiti removal, minor ceiling, wall and floor repairs.

Caretaking

Waste Removal

	Lump sum

Percent

Month

Hours

Hours

Month

Month


	Lump sum

n/a

24

500

200

24

24


	Lump sum

   ________%

$_________

$_____​____

$_________

$_________

$_________


	$10,000.00
$_________

$_________

$_________

$_________

$_________

$_________



	Total Amount of Bid $____________________



This is a second sample of a Unit Price Schedule as it might appear in the bid documents for a Tenant Services contract with no management fee. The specifier may cut and paste this sample into PMS Section 00351 and then edit it to suit a particular contract, by adding and deleting items as required. Note that the specifier must determine and specify the lump sum amount in item 1.

UNIT PRICE SCHEDULE

	Item

No.
	Description of Work
	Unit
	Estimated

Quantity
	Unit

Price
	Extended

Amount

	
	
	
	
	
	

	1.

2.

3.

4.
5.

6.

7.

8.

	Direct Costs

Markup on Direct Costs

Multiply Lump Sum for Direct Costs by percentage mark-up and enter amount in Extended Amount column.

General Labour – (works with hand tools, power tools and furniture dollies). Includes, but is not limited to, hanging pictures and boards, installing keyboard trays, assembling shelving and screens, replacing light tubes, minor repairs and general clean up. 
Electrician – Journeyman electrician for all required electrical work.
Locksmith – Journeyman locksmith performing key cutting, installation and repair services.  

Plumber – Journeyman plumber for all required plumbing.
Carpenter – Journeyman carpenter for all required carpentry work.
Maintenance Painting – Skilled and experienced in performing maintenance tasks in painting.
Overtime and vehicle rates will be negotiated.

	Lump sum

Percent

Hours

Hours

Hours
Hours

Hours
Hours


	Lump sum

n/a

200

100

50
100
100
100
	Lump sum

   ________%

$_____​____

$_________

$_________

$_________

$_________

$_________


	$15,000.00

$_________

$_________

$_________

$_________

$_________

$_________

$_________



	Total Amount of Bid $____________________



END OF DATA SHEETS
1.
SUMMARY OF TENANT SERVICES

.1
Tenant services provided under this Contract include all tasks specified in the Contract for the specified [property] [properties] and other special requests which the Minister may issue from time to time. 
.2
The tenant services provided under this Contract include but are not limited to:
.1
Caretaking, including common areas and washrooms.
.2
Window washing.
.3
Advisory and investigative services.
.4
Emergency work.

.5
Maintenance and security of fences.

.6
Food services.

.7
Furniture cleaning, repair and recommendation for replacement.
.8
Exterior grounds work.
.9
Insurance claim work on behalf of the Minister.
.10
Moves and related work within the property.
.11
Re-keying.
.12
Raising, lowering, replacing and storage of flags.

.13
Miscellaneous repairs and replacements.
.14
Installation and set up of tenant's fixtures and modular furniture.
.15
Maintenance of tenant's equipment.
.16
Sign, picture, and notice board installation.

.17
Snow and ice removal.
.18
Garbage removal.
.19
Electrical conduit and cable installations.
.20
Electrical work related to tenant's equipment.
.21
Maintenance of tenant’s standalone A/C units.
.22
[                                                            ].
SPEC NOTE:  List the types of the services to be performed.  Normally a one sentence statement will suffice.  Use point form method.  Do not be too specific.  Do not specify the scope of tasks to be performed.  Add or delete from the work noted above as appropriate for the contract.  Where more than one property is covered in the contract, ensure that the work is grouped by property where there are differences in service provided.

.3
Perform the required services in accordance with the following more detailed specifications:
00890.1 PMS
Caretaking Services Task and Frequency Schedule

00890.2 PMS
Caretaking Materials and Equipment Schedule

00890.3 PMS
Snow Removal

00890.4 PMS
Waste Removal

00890.5 PMS
Carpet Cleaning

01800 PMS
Snow and Ice Removal Services

01802 PMS
Caretaking Services

01804 PMS
Waste Removal Services

02971 PMS
Exterior Grounds Maintenance

SPEC NOTE:  Specify each of the required services in detail by including the appropriate Sections of the PMS Master Specification.  Normally each of these services should be identified in the Unit Price Schedule on a price per month per service basis.  Add or delete from the Sections noted above as appropriate for the contract.  Where more than one property is covered in the contract and there are differences in the required services, ensure that the work is grouped by property.

2.
LANDLORD'S WORK NOT IN THIS CONTRACT
.1
The building owner or landlord is required by the lease agreement to provide building maintenance, repairs and property management services.  Do NOT perform the landlord's work as part of this Contract without pre-authorization in writing from the Minister. Do not perform the following:
1.
Operating, maintaining and repairing building security systems and safety systems.
2.
Providing and paying for utilities, (electricity, gas and other fuels, water & sewer).
3.
Tenant improvements.
4.
Maintenance of base building heating, ventilating, humidification and air conditioning systems.
5.
Maintenance of light fixture or tube/bulb cleaning.
6.
Maintenance of parking facilities.
7.
Maintenance of grounds or landscape.
8.
Repairs of damage due to accidents and property loss (work that would normally be covered by the landlord’s insurance)

9.
Capital type upgrades, improvements and alterations to common areas.

10.
Maintenance of building structures, mechanical systems, fixtures and improvements.

11.
Maintenance of tenant improvements including walls, doors hardware, sinks, washrooms.
12.
Caretaking services for common areas outside the tenant space.

13.
Caretaking services in the tenant space. 

SPEC NOTE:  The lease contract(s) should be reviewed when preparing this portion of the contract.  Specify the services that are not to be performed.  Add or delete from the list of excluded services as appropriate for the contract.  Where more than one property with different leases is covered in the contract, list the excluded services separately for each property/lease.

.2
The services provided under this Contract are intended to be complimentary to, not take the place of, the property management services required to be provided by the landlord under the lease[s].  
3.
Service requests

.1
Use the Minister’s Work Order Tracking System (WORTS) to receive, obtain approval of, assign, and show completion of all service requests


OR

.1
Use a work order system, acceptable to the Minister, to receive, obtain approval of, assign, and show completion of all service requests.

.2
In normal circumstances, commence performance of a required service within two working days after receipt of the service request.  If this is not feasible, arrange appropriate scheduling of the service within five working days after receipt of the service request.
4.
COOPERATION
.1
Cooperate with the Minister's and tenant’s representatives to minimize conflict with occupants of property.

.2
Obtain and pay for use of additional storage and work space if required.  The Minister may provide office and storage where space permits.

.3
Ensure that materials or equipment required in the provision of tenant services do not impede building occupants or their operations.

.4
Comply with restrictions, if any, as to use of washrooms, movement of personnel and materials, hours of work, other than normal, and deliveries.

.5
Do not carry on, coordinate or transact any business on the property except that of this Contract.

5.
SPECIAL PROCEDURES

.1
Comply with all security regulations and procedures in force at the commencement of the Contract and as required from time to time by the landlord or the Minister, and which do not significantly change the scope of the tenant services.
.2
Immediately report all threats on the property or tenants to the landlord, the Minister and appropriate authorities.
6.
TEMPORARY FACILITIES AND CONTROLS

.1
Provide temporary facilities and controls required for performance of the Contract. 

.2
[The Minister will provide [   ] parking space[s] for the Contractor's use at no charge for the duration of the Contract.] [The Minister will not provide any parking spaces for the Contractor's use.]
SPEC NOTE:  Include 6.2 only where parking is restricted at the property.

7.
PROPERTIES INCLUDED IN THE CONTRACT

.1
Landlord:  [name, address, phone, fax, email]

Building Address:

Property info:  Floor #’s, square meter, attach sketch of area in section 00865PMS)

Lease number:  
.2
Landlord:  [name, address, phone, fax, email]
Building Address:

Property info:  Floor #’s, square meter, attach sketch of area in section 00865PMS)

8.
DIRECT COSTS

.1
Direct costs are actual expenditures incurred by the Contractor including, but not limited to the following:

.1
The Contractor's own forces labour and equipment costs, at actual payroll costs for labour plus any reasonable related costs, and at equipment costs reasonably consistent with local market rates.

.2
Rental equipment costs.

.3
Traveling expense costs.

.4
Material costs including transportation to site.

.5
Subcontractor costs.
.2
GST paid on Direct Cost items is not a Direct Cost, as the Contractor may claim it as an input tax credit.

.3
[Costs considered as part of the Management Fee are not Direct Costs.]
SPEC NOTE:  Where labour requirements for maintenance or trades personnel can be estimated, hourly rates for these services should be requested in the Unit Price Schedule.  These services may also be charged to the lump sum Direct Costs, but actual labour rates should be negotiated at the commencement of the contract.

SPEC NOTE:  8.3 above is optional and should not be included where the management fee clause is not used.

9.
MARK-UP ON DIRECT COSTS

.1
Mark-up at the percentage stated in the Unit Price Schedule may be claimed on all Direct Costs approved by the Minister.  Mark-up is considered part of the Direct Costs.

10.
MANAGEMENT FEE 

.1
The Management Fee includes the following;

.1
Corporate offices and office equipment including provision for computer access with internet capability to access the Minister’s Work Order Tracking System (WORTS) where required.
.2
Office support personnel.
.3
Administrative supplies and services.
.4
Liaison functions.
.5
Overhead and profit. 

.6
Coordinating, scheduling and expediting the tenant services.
.7
Management of all Defined Services noted on the Unit Price Schedule.
SPEC NOTE:  Defined services such as caretaking, grounds and waste removal, for example, should be quantified and a bid amount obtained that includes the Contractor's overhead and profit.  
SPEC NOTE:  Where a small amount of unknown tenant services are required, there may be no need to have a Management Fee.  The Tenant Services Contractor can recover any overhead costs as mark up on the Direct Costs.  This article may be deleted.

11.
EXPENDITURE APPROVAL

.1
Make no Direct Cost expenditure in excess of [$500.00] [$       ] on any single item without prior written authorization from the Minister.  The Minister may exempt expenditures from this control if the expenditures are part of a regular ongoing type of service. The exemption must be authorized in writing.

.2
The Minister may change the level of expenditure approval by written notice to the Contractor.

12.
RECORDS/REPORTS

.1
Maintain sufficient accounting records, financial records and supporting documentation to permit the preparation of audited statements for all expenditures on account of the contract.

.2
Make the records available for inspection and review by the Minister upon request.

.3
Using the format provided in Appendix A, submit to the Minister monthly financial statements based on accrual cost accounting. Indicate the expenditures for the respective month as well as the accumulated cost to date for each separate property in the Contract.
13.
INVOICING
.1
Submit invoices monthly using the Invoice Package functionality in WORTS, unless the Minister requests otherwise.

.2
Submit all invoices with sufficient supporting information as may be required by the Minister to verify the claim.  Supporting information for each work order must include, as a minimum:

.1
type of work requested, 
.2
funding category as per the Description of Funding Codes provided in Appendix B or otherwise provided by the Minister,
.3
number of hours required to provide a specific service,
.4
brief, self-explanatory, description of the service, and

.5
cost detail broken down by labour and material.

14.
MINISTER'S REPRESENTATIVE

.1
Direct all invoices, requests, inquiries, notices and correspondence pertaining to the Contract to the Minister at:

Alberta Infrastructure and Transportation

Property Management

[mailing address]

[city, province & postal code]

Attention:  [                                 ]
[name, position, telephone, fax & email]
END OF SECTION

	ORIGINAL CONTRACT VALUE (Bid Price) 

	
	
	$_________

	INCREASES TO CONTRACT VALUE 


	
	
	$_________

	TOTAL CONTRACT VALUE


	
	
	$_________

	PREVIOUSLY BILLED EXPENDITURES (Year-to-Date)

	
	
	($________)

	CONTRACT BALANCE REMAINING PRIOR TO CURRENT
INVOICE 


	
	
	$_________

	Expenditures Billed This Month For [Name of Property #1]



	
	$_______


	

	Expenditures Billed This Month For [Name of Property #2]

	
	$_______
	

	Expenditures Billed This Month For [etc.]


	
	$_______
	

	
TOTAL EXPENDITURES BILLED THIS MONTH


	
	
	

	
PENDING


	
	
	

	TOTAL (Expenditures Billed This Month Plus Pending)

	
	$________
	($_______)

	CONTRACT BALANCE REMAINING


	
	
	$________


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
	

	· moving furniture not part of a tenant improvement project
· interior displays (special)

· shippers/receivers/elevator operators
· raising/lowering of flags
	· stationery (general office)one tolls
· telephone tolls
· traveling expenses of corporate officers
· insurance and performance security bonding


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 boards, bulletin boards, picture 

frames, cabinets, cupboards,


shelving, etc.)
	· insulating

· purchase and maintenance of interior signs

· 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


parking lots, roadways

	· signage pertaining to gardens/grounds/ walks/parking and vehicular traffic
	· 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
	· modifications in support of energy conservation (specific to function)

	· maintenance/repair of block heater outlets
	· interior/exterior waterlines

	· waste water treatment
	· refrigerator/freezer repair and maintenance

	· exterior pumping systems
	· chilled or conditioned water

	· conduit for building other than telephones
	· modification in support of energy conservation

	· sheet metal
	· high voltage switch gear maintenance

	· code compliance upgrading
	· minor modifications to suit tenant redistribution/reorganization

	· HVAC
	· cafeteria services

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

	· maintenance/upgrading interior/exterior lighting systems related to parking/grounds/walkways
	· conduit for high tech equipment other than telephones (User related)

	· cafeteria equipment
	· repairing user equipment, as requested, originally provided by AI

	· power plant staff costs
	· User requests

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

	· elevator (supplies/materials/operator)
	· installation of User equipment

	· plumbing/steamfitting/gas fitting
	· underground tanks (e.g., septic tanks)

	· electronics maintenance
	· wells

	· installation of superior or improved air control system for higher efficiency/better tenant work environment (specific to function)
	· lagoons

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


End of Description of Function Codes
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