
TfC Contract No. 16-007-000 

INTERAGENCY COOPERATION CONTRACT 
BETWEEN 

TEXAS FACILITIES COMMISSION 
AND 

TEXAS DEPARTMENT OF INSURANCE 

This Interagency Cooperation Contract (Contract) is entered into by and between the Texas 
Facilities Commission (TFC) and Texas Department of Insurance (Receiving Agency), pursuant to 
the authority granted by and in compliance with the provisions of "The Interagency Cooperation 
Act," TEX. Gov'TCODE ANN.§§ 771.001-.010 (Vernon 2014). 

I. STATEMENT OF WORK TO BE PERFORMED. 

1.01. PROPERTY MANAGEMENT SERVICES. TFC shall provide full property 
management services for Receiving Agency at the Insurance Warehouse located at 7915 Cameron 
Road Austin, Texas 78754 (hereinafter referred to as the "Building(s)") and the surrounding areas 
including the landscaped areas, parking Jots, and/or garages (hereinafter referred to as the 
"Premises"). Full property management services means all services, supplies and labor as set 
forth in Exhibit A - Statement of Work, attached hereto and incorporated herein for all purposes. 
The financial, procedural and operational roles and responsibilities associated with this Contract 
is further described in Exhibit B - Roles and Responsibilities, attached hereto and incorporated 
herein for all purposes. All service records, maintenance records or other records that result 
from work performed under this Contract shall be maintained by TFC, following TFC's records 
retention policies. Most services are to be performed during regular business hours which are 
considered to be between 6:00 a.m. and 6:00 p.m. Monday through Friday, excluding holidays. 
Some operations will require work in the Building(s) after normal business hours, and TFC is 
responsible for property oversight on a twenty-four (24) hour basis. 

1.02. CONTRACT ADMINISTRATION. (a.) Receiving Agency shall designate a 
"Contract Administrator" for this Contract who will serve as the point of contact between TFC 
and Receiving Agency. The Receiving Agency Contract Administrator may designate additional 
representative(s) as point of contact between Receiving Agency and TFC personnel. The 
Receiving Agency Contract Administrator may contribute to the assessment of quality and 
acceptability of the results of the work performed. 

(b.) TFC shall designate a "Contract Administrator" for this lnteragency Contract, who 
will serve as the point of contact between TFC and Receiving Agency for contractually related 
items. The Tf'C Property Manager will serve as the on-site .. Contract Supervisor" and will 
manage the day to day facility operations. 

1.03. PERSONNEL. Tf'C shall provide the following personnel: 

(i.) one (I) "Property Manager" to perform property management services who 
shall meet the requirements of the job description set forth in Exhibit C - Propertv Manager Job 
Description, attached hereto and incorporated herein by reference for all purposes, and 

(ii.) one (I) dedicated "Maintenance Specialist" to perform maintenance, operation 
and repair services who shall meet the requirements of the job description in Exhibit D -
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Maintenance Specialist Job Description, attached hereto and incorporated herein by reference for 
all purposes, and who shall work in conjunction with the Property Manager to ensure that all 
maintenance and operations of the facility are performed as per the requirements of this 
lnteragency Contract. 

11. BASIS FOR COMPUTING REIMBURSABLE COSTS. 

2.0 I. COMPUTING REIMBURSABLE COSTS. Payments made to TFC shall be for 
actual facilities management services estimated by TFC in cooperation with Receiving Agency 
as depicted in Exhibit E - Contract Budget, attached hereto and incorporated herein for all 
purposes. Funds received by TFC shall only be used to cover the cost of services and resources 
provided to Receiving Agency. Any funds not used will be returned to Receiving Agency at the 
end of the fiscal year. This Contract will determine the amount of work performed and materials 
furnished that are to be paid under the Contract. Any modification, addition or deletion of an 
item in the scope of work will require an amendment to the terms of this Contract and may require 
a budget adjustment. 

III. CONSIDERATION. 

3.0 I. CONTRACT AMOUNT. (a.) Receiving Agency agrees to pay TFC an amount not 
to exceed the sum of Eighty Thousand and No/100 Dollars ($80,000.00) for providing the 
services required to fulfill the terms of this Contract. For Fiscal Year 2016, Receiving Agency 
agrees to pay TFC an amount not to exceed the sum of Forty Thousand and No/I 00 Dollars 
($40,000.00) and for Fiscal Year 2017, Receiving Agency agrees to pay TFC an amount not 
to exceed the sum of Forty Thousand and No/ I 00 Dollars ($40,000.00). 

(b.) All services with an estimated completion dollar equal to or greater than Five 
Hundred and No/JOO Dollars ($500.00) shall receive written approval from Receiving Agency. 
Approval shall be obtained from Receiving Agency's designated point of contact Mike Powers. 

3.02. COST ADJUSTMENTS. If actual costs for contracted services provided by third­
party contractors for work requested by Receiving Agency will exceed the amount allocated for 
said service, TFC will provide notice and a revised estimate to Receiving Agency. Prior to 
exceeding the "maximum contract amount" the parties will agree to amend this Contract pursuant 
to Section 8.08 to reimburse for such increased actual costs on a dollar for dollar basis. If actual 
costs for contracted services by third-party contractors are less than the maximum contract 
amount, TFC will return any amount that exceeds actual costs to Receiving Agency. 

IV. PAYMENT FOR SERVICES. 

4.01. PAYMENT. An lnteragency Transaction Voucher or Invoice (ITV) for these services 
will be prepared monthly by the Performing Agency. Receiving Agency shall reimburse TFC 
within thirty (30) days from receipt of ITV or invoice. If payment by Receiving Agency is not 
received within thirty (30) days, TFC may cancel the Contract without further notice to 
Receiving Agency, and Receiving Agency shall remain liable for all actual costs incurred by 
TFC in delivering services under this Contract. 
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4.02. UNIFORM ST ATE ACCOUNTING SYSTEM (USAS). To the extent possibJe, 
interagency payments involving only treasury funds will be processed as paperless document 
transfers in the USAS system subject to audit by the Fund Accounting Division of the Comptrol1er's 
Office. Payments from treasury funds for deposit into local bank accounts will be processed in 
USAS through the paperless purchase vouchers process. Interagency payments received from local 
funds for deposit into the State Treasury must be submitted according to policies and procedures for 
USAS deposits. 

4.03. REIMBURSEMENT. Reimbursements with funds contained in the State Treasury shall 
be made via USAS funds transfers, with Receiving Agency initiating the transfers. TFC will 
provide Receiving Agency with all the necessary USAS coding elements. Reimbursement with 
funds outside the State Treasury shall be made by Receiving Agency issuing warrants for 
payment to TFC. 

All reimbursements must be made through the use of local funds or drawn on the appropriated 
item(s) or account(s) of Receiving Agency from which the agency would ordinarily make 
expenditures for similar services or resources. Reimbursements will be credited to the 
appropriation year in which the expenses were incurred. 

To comply with SB 1, g3r<1 Leg., R.S., Arl. IX, Sec. 6.08, entities making payments from funding 
sources other than General Revenue Fund appropriations, shall remit an additional amount equal 
to the percentage of direct labor costs, necessary to cover the cost of the benefits. 

V. TERM OF CONTRACT. 

5.01. TERM. This Contract shall be effective as of September 1, 2015, and shall terminate on 
August 31, 2017, unless tenninated earlier by either party, as provided in Section 5.03. 

5.02. DISPUTE RESOLUTION. The parties agree to use good-faith efforts to decide all 
questions, difficulties, or disputes of any nature that may arise under or by this Contract; provided 
however. nothing in this paragraph shall preclude either party from pursuing any remedies as may 
be available under Texas Jaw. 

5.03. EARLY TERMINATION. Either party may te1minate this Contract upon thirty (30) days 
prior written notice to the other. Upon receipt of notice of early tennination, TFC shall cancel, 
withdraw, or otherwise terminate outstanding orders or subcontracts which relate to the performance 
of this Contract and shall otherwise cease to incur costs under this Contract. Early termination will 
be subject to an equitable settlement of the respective interests of the parties accrued up to the date 
of termination. 

If this Contract is tenninated for any reason, TFC will not be liable for any damages, claims, or 
losses, or any other amounts arising from or related to any such termination. 

VI. FUNDING. 

6.0 I. NO DEBT. This Contract shall not be constnied as creating any debt on behalf of the State 
of Texas and/or Receiving Agency and/or TFC in violation of TEX. CONST. art. III, § 49. In 
compliance with TEX. CONST. art. VIII, § 6, it is understood that all obligations of TFC hereunder 
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are subject to the availability of state funds. If such funds are not appropriated or become 
unavailable, this Contract may be terminated. In that event, the parties shall be discharged from 
further obligations, subject to the equitable settlement of their respective interests accrued up to the 
date of termination. 

VII. FORCE MAJEURE. 

7.01. FORCE MAJEURE. Except as othenvise provided, neither TFC nor Receiving 
Agency is liable to the other for any delay in, or failure of performance, of a requirement 
contained in this Contract caused by force majeure. The existence of such causes of delay 
or failure shall extend the period of performance until after the causes of delay or failure 
have been removed, provided the non-performing party exercises all reasonable due 
diligence to perform. Force majcure is defined as acts of God, war, strike, fires, explosions, 
or other causes that arc beyond the reasonable control of either party and that by exercise 
or due foresight, such party could not reasonably have been expected to avoid, and which, 
by the exercise of all reasonable due diligence, such party is unable to overcome. Each 
party must inform the other in writing with proof of receipt within three (3) business da)'S 
of the existence of such force majeure. 

VIII. MISCELLANEOUS PROVISIONS. 

8.01. INDEPENDENT CONTRACTOR. It is further mutually understood and agreed that 
Receiving Agency is contracting with TFC as an independent contractor. 

8.02. INCORPORATION BY REFERENCE. Incorporated by reference the san1e as if 
specifically written herein are the mies, regulations, and all other requirements imposed by law, 
including but not limited to compliance with those applicable rules and regulations of the State of 
Texas and the federal government, all of which shall apply to the perfonnance of the services under 
this Contract. 

8.03. GOVERNING LAW AND VENUE. This Contract shall be governed and construed in 
accordance with the laws of the State of Texas. VENUE OF ANY SUIT BROUGHT FOR 
BREACH OF THIS CONTRACT SHALL BE FIXED IN ANY COURT OF COMPETENT 
JURISDICTION INTRA VIS COUNTY, TEXAS; provided, however. the foregoing shall not be 
construed as a waiver of sovereign immunity by either party. 

8.04. SEVERANCE. Should any one or more provisions of this Contract be held to be void, 
voidable, or for any reason whatsoever of no force and effect, such provision(s) shall be construed 
as severable from the remainder of this Contract and shall not affect the validity of all other 
provisions of this Contract, which shall remain of full force and effect. 

8.05. HEADINGS. The headings contained in this Contract are for reterence purposes only and 
shall not in any way affect the meaning or interpretation of this Contract. 

8.06. NOTICES. Any notice required or permitted to be deli vered under this Contract shall be 
deemed delivered when deposited in the United States mail, postage prepaid, certified mail, return 
receipt requested, addressed to TFC or Receiving Agency, as the case may be, at the addresses set 
forth below: 
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TFC: Texas Facilities Commission 
1711 San Jacinto Blvd. 
Austin, Texas 7870 l 

TFC Contract No. 16-007-000 

Attention: Legal Services Division 

Receiving Agency: Texas Department of Insurance 
William P. Hobby Building 
333 Guadalupe St. 
Austin, Texas 78701 
Attention: Mike Powers 
Phone: (512) 676-6128 

Notice given in any other manner shall be deemed eflective only if and when received by the party 
to be notified. Either party may change its address for notice by written notice to the other party as 
herein provided. 

8.07. AUDIT. Pursuant to Section 2262.003 of the TEX. Gov'r CooE, TFC and the Receiving 
Agency agree to the following: 

(a) the state auditor may conduct an audit or investigation of any entity receiving funds 
from the state directly under the contract or indirectly through a subcontract under the contract; 

(b) acceptance of funds directly under the contract or indirectly through a subcontract 
under the contract acts as acceptance of the authority of the stale auditor, under the direction of 
the legislative audit committee, to conduct an audit or investigation in connection with those 
funds; and 

(c) under the direction of the legislative audit committee, an entity that is the subject of 
an audit or investigation by the state auditor must provide the state auditor with access to any 
information the state auditor considers relevant to the investigation or audit. 

8.08. ENTIRE AGREEMENT. This Contract constitutes the entire agreement of the parties. 
No other agreement, statement, or promise that is not contained in this Contract shall be binding 
except a subsequent written amendment to this Contract signed by both parties. 

THE UNDERSIGNED do hereby certify that, (1) the services specified above are necessary and 
essential and are properly within the statutory functions and programs of the affected agencies of 
State Government, (2) the proposed arrangements serve the interest of efficient and economical 
administration of those agencies, and (3) the services, supplies or materials contracted for are not 
required by Section 21 of Article 16 of the Constitution of Texas to be supplied under contract to the 
lowest responsible bidder. 

TFC certifies that it has the authority to enter into this Contract by virtue of the authority granted in 
TEX. Gov. CODE ANN., Chapter 771 and TEX. Gov. CODE ANN., Chapter2165. 

Receiving Agency further certifies that it has the authority to enter into this Contract by virtue of the 
authority granted in TEX.INS.CODE.ANN., Chapter 31 . 
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TEXAS FACILITIES COMMISSION 

Executive Director 

~. 
P-'u~.E.D. 

~ 
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TEXAS DEPARTMENT OF 
INSURANCE 

By: ~ ~ . Phitlcps 

Title: _Qiu d 5b ~ 
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EXHIBIT A 

TFC CONTRACT NO. 16-007-000 

SCOPE OF SERVICES 
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EXHIBIT A 

SCOPE OF SERVICES 
FULL SERVICE PROPERTY MANAGEMENT 

BUILDING OPERATION, MAINTENANCE AND PROPERTY SERVICES 

TFC shall provide the following building operation and maintenance services under this 
Interagency Contract. Unless otherwise specified, these services shall be covered by the fees set 
forth in Exhibit E - Contract Budget to the Contract. 

1. MECHANICAL, ELECTRICAL, AND PLUi\IBING S\'STE!\IS. TFC shall provide for the 
following mechanical, electrical and plumbing system services: 

(a.) DEMAND MEP MAINTENANCE PROGRAM. In addition to the preventative maintenance 
program, TFC shall maintain, operate and repair the following base building systems: 

(i.) the distribution systems, which shall be adjusted, balanced, and monitored 
regularly; 

(ii.) all HVAC systems, water systems, electrical. lighting systems, and all other 
similar equipment in the Building(s) or on the Premises; 

(iii.) pneumatic control systems including the associated mr compressor, if 
applicable; 

(iv.) electronic control (building automation) systems, including computer front end, 
communication panels and dedicated network, if applicable; and, 

(v.) the emergency back-up generator, if applicable. 

(b.) OTHER MEP SERVICES. TFC shall provide the following MEP services: 

(i.) twenty-four (24) hour coverage of central heating and cooling plants, with 
offsite monitoring where available and after-hour emergency response; and, 

(ii.) perform the necessary chemical treatments for cooling towers. 

2. PREVENTATIVE MAINTENANCE. TFC shall perform preventative maintenance, periodic 
testing and/or inspection as required by other state, local and federal government agencies to 
include, but not limited to, the following: 

(i.) all HVAC systems; 

(ii.) the emergency backup generator; 
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(iii.) fire safety equipment; 

(iv.) electrical systems; 

(v.) plumbing systems; and 

(vi.) elevators. 

3. GENERAL MAINTENANCE (CARPENTRY). TFC shall perform general maintenance as the 
Contract Budget allows to include, but not be limited to, the following: 

(i.) repair and/or replace standard floor and wall coverings in offices and meeting 
rooms, as needed; 

(ii.) repainting of wall surfaces in offices and meeting rooms every seven (7) years, 
or as needed; 

(iii.) repair and/or replace standard window treatments in offices and meeting rooms, 
as needed; 

(iv.) repair and/or replace all doors and hardware, as needed, including restroom stall 
doors and partitions; 

(iv.) repair and/or replace ceiling tiles and suspension systems, as needed; and, 

(vi.) repair and/or replace building and garage envelopes, including windows, 
exterior materials and finishes, roof, pavement, sidewalks and associated 
appurtenances. 

4. FIRE PROTECTION SYSTEMS. If applicable, TFC shall be responsible for, at a minimum, the 
following fire protection system services: 

(i.) provide fire programming and maintain databases for fire computers, 
communication panels (including modems), and remote fire panels and include 
off-site monitoring, inspection, testing and maintenance of all fire systems; 

(ii.) maintain fire system devices such as fire alarm systems, fire sprinklers, tire 
pumps, fire extinguishers per applicable National Fire Protection Association 
(hereinafter referred to as "NFP A") standards; 

(iii.) analyze and adopt appropriate requirements using NFPA guidelines for fire 
safety maintenance; 

(iv.) provide twenty~four (24) hour support to fire and security systems; 

(v.) establish emergency procedures for TFC staff, develop a TFC emergency 
response team, and conduct annual fire drills; 
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(vi.) perform preventive maintenance on all fire safety systems, as per manufacturer; 
and, 

(vii.) compile and maintain a complete list of Material Safety Data Sheets for 
materials stored or used by building tenants. 

5. SECURITY CONTROLS AND EQUIPMENT. TFC shall coordinate locksmith requirements for 
the Building(s) per procedures developed by TFC with keys and cores to be provided by TFC. 

6. EMERGENC\' AND ON-CALL SERVICE. TFC shall provide twenty-four (24) hour 
emergency services, as well as have availability of on-call maintenance and custodial services. 
TFC's twenty-four (24) hour Emergency Maintenance Hotline is 512-463-3600. Emergency 
services shall be performed by TFC and may include, but are not limited to, repairs to electrical, 
plumbing, HV AC, elevator, and exterior doors or windows and may result from building system 
failures, natural disasters, vandalism, and other similar activities. An emergency is defined by 
TFC as "a reasonably unforeseen situation which presents an imminent peril to the public health, 
safety, or welfare, or presents an imminent peril to property, or which requires an immediate 
action to prevent a hazard to life, health, safety, welfare, or property." Emergency services shall 
be available on a twenty-four (24) hour basis with response by TFC staff or service provider 
within one (1) hour. When an Emergency occurs, TFC shall notify the Receiving Agency 
Contract Administrator within sixty (60) minutes. 

7. GROUNDS MAINTENANCE. (a.) TFC shall maintain, either in-house or by contracted 
service, the total landscape area around the Building(s), and shall provide a '"Landscape 
Supervisor" specializing in landscape maintenance and an "Irrigation Specialist" to oversee 
repairs to the irrigation system. 

(b.) TFC shall provide the following landscape services: 

(i.) all lawn areas shall to be mowed and trimmed bimonthly between March l 51
h 

and November 151
h of each year and up to twice per month between November 

16th and March 14th of each year, or as determined by the Contract 
Administrator. The irrigated areas will be aerated annually and fertilized twice 
per year; 

(ii.) all weeds and undesirable grass will be removed, as needed; 

(iii.) all shrub, perennial, and tree pruning, up to 8 feet, will be done, as needed; and 

(vi.) the irrigation systems will be repaired as needed. TFC shall adjust the setting of 
the controllers for correct seasonal water application for optimal growth, 
reduction of water waste, and as approved by the Landscape Supervisor. 

8. PEST CONTROL. TFC shall be responsible for pest control for the Building(s) and 
surrounding premises, including but not limited to, termite, fire ant, Africanized Bee, bat, rodent, 
wasp, hornet, and pigeon control. The Principles of Imegmted Pest 1\tlanagemenl, as adopted by 
the Environmental Protection Agency, shall be used by TFC to determine the best methods for 
disease and pest control. TFC shall frequently inspect all plant materials to detect disease and/or 
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pest infestation. All methods and application procedures shall comply with the rules and 
regulations of the Texas Department of Agriculture. Services will include the following: 

(i.) responses to tenant agency requests for pest management; 

(ii.) quarterly exterior perimeter treatment; 

(iii.) quarterly cafeteria treatment in dining areas only: 

(iv.) trapping live animals and the removal of dead animals and birds; and 

(v.) monthly rodent control. 

These services may be performed by in-house, licensed TFC staff or may be performed by a 
licensed contractor. 

9. GRAFFITI SERVICES. Any graffiti on the Building(s) or surrounding premises shall be 
removed by TFC within forty-eight (48) hours of discovery. TFC shall use appropriate and 
acceptable standards approved by TFC prior to cleanup. 

I 0. TRASH REMOVAL. (a.) TFC shall provide trash removal for the Building(s). Dumpster 
size may increase or decrease, depending on occupancy, traffic or other considerations and shall 
be approved in advance by the TFC Contract Administrator. 

(b.) The TFC Property Manager and custodial manager will establish and maintain the 
miniMAX program, as further described in Attachment A-2 - miniMAX Information attached 
hereto and incorporated herein for all purposes, in all tenant space where it will be useful. 

11. RECYCLING. TFC shall established and maintain a building recycling program and work 
with TFC custodians or the current custodial contractor to collect recyclable waste from the 
building and place into the designated container. 

12. CUSTODIAL SERVICES. TFC shall provide in-house or contract custodial service and ensure 
all custodial tasks are accomplished in accordance with the specifications set forth in Attachment 
A-3 - Custodial Specifications, attached hereto and incorporated herein for all purposes. TFC 
shall provide custodial oversight and will inspect each building periodically to ensure quality 
control. This shall be part of the daily management duties of the TFC Property Manager. 

13. OTHER ADMINISTRATIVE SERVICES. TFC shall provide administrative services to include 
the following: 

(i.) provide all TFC staff with cellular phones; 

(ii.) provide office equipment and supplies for property management staff; and 

(iii.) enforce all applicable rules and regulations in TFC's Tenant Manual. 

l t 



TFC Contract No. 16-007-000 

14. EXCLUDED SERVICES. (a.) The following services are specifically excluded from the 
specifications of this Contract: 

(i.) telecom services. including data cabling; 

(ii.) data centers/server rooms~ 

(iii.) uninterrupted power supply systems; 

(iv.) major and minor construction projects; 

(v.) catastrophic repairs; 

(vi.) capitol expenses such as major equipment replacement; 

(vii.) deferred maintenance projects; 

(viii.) repair or replacement of laboratory or other tenant agency specific equipment; 

(ix.) modular furniture repair, moving and modification; 

(x.) moving or repair of furniture or other equipment; 

(xi.) renovation projects; 

(xii.) other items not related to a building system; 

(xiii.) specialized security equipment ; 

(xiv.) specialized (critical) air conditioning units; 

(xv.) specialized fire protection equipment; and, 

(xvi.) specialized electrical redundancy equipment. 

(b.) Some of the services may be added to the specifications individually, on an as 
needed basis, and may require a budget increase and/or a contract amendment. Some of the 
services may be contracted through other TPC divisions, including the Departments of Minor 
Construction, Facility Design and Construction, State Surplus or Energy Management. 
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ATTACHMENT A-1 

TFC CONTRACT NO. 16-007-000 

EQUIPMENT LIST 
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Equipment Type Building Qty 
Split System CU-D !NW 1 
Split System cu-c INW 1 
Split System CU-A INW 1 
Split System CU-B INW 1 
Split System CU-4 INW 1 
Split System CU-7 INW 1 
Split System CU-1 INW 1 
Split System CU-2 !NW 1 

Split System CU-3 INW 1 
Split System CU-5 INW 1 
Split System CU-6 INW 1 

Attachment A-1 
Equipment List 

Make Vear Model# 
Lennox unknown Hs22-311 v-2p 
Rheem unknown no tag 
No tag unknown missing 
Rudd 2009 VANL037JEZ 

Lennox unknown Hs14-411u-7p 
EMI 2001 SCC18DFOOOOAAOA 

Lennox unknown Hs14-511u-7p 
Lennox unknown Hs14-411u-7p 
Lennox unknown N13ACD·036-230-02 
Rudd 2011 15PJL60A01 
York unknown H1RA024S06A 

TFC Contract No. 16·007-000 

TDI Warehouse 

Serial# Tonnage 
5191a04391 4 

no tag 3 
EFBM228608 2 

7840w090900278 3 
5490905169 5 

1-01-d-3061- 17 3 
5491809718 5 

5490g05153 5 
5806J30096 3 

8201 W471104440 6 
EBGM060000 2 
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ATTACHMENT A-2 

TFC CONTRACT NO. 16-007-000 

miniMAX INFORMATION 
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ATTACHMENT A-3 

TFC CONTRACT NO. 16-007-000 

CUSTODIAL SPECIFICATIONS 
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ATTACHMENT A-3 

SCOPE OF WORK 2 - MID SCOPE 
DAYTIME CLEANING 

TFC Contract No. 16-007-000 

1.0 DAILY TASKS are services that are performed every day of the week that a building is in 
operation. 

Note: Collection of litter, trash and recycling shall be conducted at a minimum of once per day 
or as required. 

A. Public areas: 
0 Collect litter and empty trash and recycling receptacles from designated central collection points 

only; 
0 Remove all waste & recycling from designated central collection points and transport to dock 

area dumpster sites; 
0 Replace all stained/used trash can liners in designated central collection point trash containers; 
0 Sweep/dust mop hard surface floors, all public areas; 
0 Vacuum carpeted floors (entrance areas of ground level foyers, lobbies and corridors) and 

building entrance mats; 
0 Sweep and remove litter and collect trash from trash cans for the outside entrances and steps 

leading to each building and collect litter in the area twenty five (25) feet around the perimeter of 
the building and/or any concrete patio; 

0 Clean ash containers outside of the building as well as the walk areas where cigarette butts may 
be scattered; 

B. Restrooms C& Drinking Fountains): 
0 Stock all dispensers al least two (2) times daily, or as required; 
0 Collect litter and empty trash; 
0 Remove all waste and transport to dock area dumpster sites; 
0 Replace all stained/used trash can liners in trash containers; 
0 Wipe clean & disinfect and all counters, sinks, fixtures & equipment, doors, stalls, dividers, walls 

and light switches (which may have hand-contact) using germicidal agent; 
0 Clean and disinfect fountains, toilets, urinals, sinks, fixtures, walls, mirrors, partitions, glass 

surfaces, countertops, doors, and furnishings; 
0 Polish all stainless and nickel fixtures; 
0 Replace deodorant urinal screens, as necessary; 
0 Damp mop non-carpeted floors with detergent and gennicidal additive; 
0 Remove graffiti from any/all surfaces; 
0 Annotate Restroom Service Cards at the conclusion of each cleaning service, and note the date 

and time that all services were checked and completed, with legible initials. Contractors should 
leave completed cards with the Property Manager and contact him/her for additional cards, or 
when door holders are not available or arc unserviceable; 

Note: Restrooms should not be closed for these cleaning services, unless absolutely necessary 
(except during mopping). 

Note: Restrooms are considered properly cleaned when all countertops and plumbing fixtures 
have been sanitized with an approved disinfectant and all toilets and urinals have been sanitized 
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with an approved disinfectant and all urine or other stains have been removed. Contractor should 
routinely clean walls to eliminate smudges, film and graffiti and floors should be regularly 
maintained to eliminate dirty grout, dirt, and spills. 

C. Office areas: 
0 Collect litter and empty trash and recycling receptacles from designated central collection points 

only; 
0 Remove all waste & recycling from designated central collection points and transport to dock 

area dumpster sites; 
0 Replace all stained/used trash can liners in designated central collection point trash containers; 
D Wipe clean and disinfect breakroom countertops/cabinets and exterior surfaces (formal 

breakrooms only); 
0 Restock hand towel and soap dispensers (formal breakrooms only); 

D. Utility areas: 
0 Collect litter and empty trash and recycling receptacles from designated central collection points 

only; 
0 Remove all waste & recycling from designated central collection points and transport to dock 

area dumpster sites; 
D Replace all stained/used trash can liners in designated central collection point trash containers; 

E. Cafeterias: 
0 Collect litter and empty trash and recycling receptacles from designated central collection points 

only; 
0 Remove all waste & recycling from designated central collection points and transport to dock 

area dumpster sites; 
0 Replace all stained/used trash can liners in trash containers; 
0 Clean and disinfect trash receptacles as needed; 
0 Sweep or dust mop non-carpeted floors; 
0 Damp mop and disinfect non-carpeted floors; 
0 Vacuum carpet (spot clean and remove stains as needed); 
D Spot clean fumiture, fixtures, walls, partitions, glass, and doors, etc. (except areas & appliances 

cleaned by food service personnel); 
0 Re-stage chairs and tables in cafeteria as needed, to standard arrangement; 
D Wipe down microwave ovens (interior & exterior); 

1.1 THREE TIMES WEEl(LY TASKS are services that are performed at a minimum of three (3) 
times a week, every week - in addition to above listed tasks. 

A. Public Areas: 
u Vacuum all carpeted floors; 

B. Office areas: 
Note: Below noted tasks apply to only interior common area hallways and common work spaces 
- not i11cl11tli11g i11divid11al offices am/ workstatio11s. 

0 Sweep/dust mop hard· surface floors; 
C Spot clean fixtures, walls, partitions, glass surfaces, doors, and furnishings; 
0 Dust horizontal building surfaces, including book cases, file cabinet tops, picture frames, wall-



TFC Contract No. 16-007-000 

mounted fixtures, and furniture; 
C Damp wipe (trays only) on Dry-Boards & Chalkboards. 

1.2 TWICE WEEKL..Y TASKS are services that are performed at a minimum of twice a week, every week 
- in addition to above listed tasks. 

A. Public Areas: 
0 Damp/wet mop and spray buff hard surface floors; 
[J Clean e11trc111ce mu/ lobby tloors mu/ i11terior lobby g/11.'i.'i; 
O Dust horizontal building surfaces, including book cases, file cabinet tops, picture frames, wall­

mounted fixtures, and furniture; 

B. Office areas: 
Note: Below noted tasks apply to only interior common area hallways and common work spaces 
- 1101 i11clmli11g i11divid11a/ offices a11d workstatio11s. 

0 Vacuum all carpeted floors; 

1.3 WEEKLY TASKS are services that are performed al a minimum of once a week, every week - in 
addition to above listed tasks. 

A. Public Areas: 
D Spot clean carpet stains as needed; 
0 Dust mop stairwells, dust stairwell rails, remove litter, debris, cobwebs, clean door push plates, 

dust/clean wall mounted signs & fixtures; 

B. Restrooms: 
j Scrub bathroom floors with a detergent containing a gennicidal additive using a low-speed buffer 

with brush or scrubbing pad to scrub emulsified dirt, urine, mold and bacteria that has become 
embedded in the porous surfaces of the grout; 

0 De-scale toilet bowls and urinals; 
0 Clean/vacuum all ceiling vents, HV AC ducts, grilles and register surfaces; 
0 Clean and sanitize all trash containers; 
0 Clean floor drains, where applicable, and pour counteractant and/or water down drains to refill 

drain traps, preventing gas and odor entry; 
0 Spray buff tile floors; 

Note: No restroom floor is to be left with a slippery surface, but should be lightly buffed. 

C. Office areas: 
'J Sweep or dust mop non-carpeted floors including INDIVIDUAL offices nnd workstations (on 

alternate days from dust mopping); 
0 Damp/wet mop and spray buff hard surface floors, in all office spaces, including INDIVIDUAL 

offices and workstations, on altemate days from dust mopping 
0 Vacuum all carpeted floors, including INDIVIDUAL offices and workstations; 

D. Utilitv areas: 
0 Sweep/dust mop hard surface floors; 
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0 Spot clean furniture, fixtures, walls, partitions, glass surfaces and doors, etc. 
0 Dust horizontal building surfaces, including book cases, file cabinet tops, picture frames, wall­

mounted fixtures, and furniture; 
C Remove litter & debris; 

1.4 MONTHLY TASKS are services that are performed at a minimum of once a month, every 
month - in addition to above listed tasks. 

A. Public areas: 
0 Clean 111/ i11teritJr glt1ss to a level of approximately six (6) feet, or the height of the main 

panel/wall glass, not to exceed eight (8) foet; 
D Spot clean trash receptacles; 
0 Clean elevator door tracks; 
0 Vacuum upholstered furniture, drapes, blinds and shades; 
0 Vacuum HVAC ducts, grills, air intake vents and register surfaces; 
D Perform high-dusting of all surfaces over six (6) feet. 

B. Office areas: 
0 Dust horizontal surfaces & furnishings, including book cases, file cabinet tops, picture frames, 

wall-mounted fixtures, and furniture - i11c/11tli11g imlivi1/11a/ offices 11111/ w1Jrkst11timzs; 
D Vacuum l-IVAC ducts, grills, air intake vents and register surfaces; 
0 Vacuum upholstered furniture, drapes, blinds and shades; 
D Perform high-dusting of all surfaces over six (6) feet. 

C. Utility areas: 
0 Damp/wet mop and spray buff hard surface floors; 
D Vacuum all carpeted floors; 
0 Vacuum exterior HVAC ducts, air vents and register and intake grill surfaces; 
0 Perform high-dusting of all surfaces over six (6) feet. 

1.5 ANNUAL TASKS are services that are performed at a minimum of once a year during the each 
year of the Contract - and will be accomplished within the first 3 months of beginning the 
contract, and in the same month on subsequent years. 

A. Hard Surface Floors in Public Arens 

C For the cleaning of floors that do not require a floor finish as specified by the TFC Contract 
Administrator or his/her designated representative, Contractor shall tleep cle1111 sud1 floors 11si11g 
" lt>w-speetl buffer with a brush or scrubbing pad to scrub dirt that has become embedded in the 
tile and grout. 
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EXHIBITS 
Roles and Responsibilities 

Tenant OPS DPS 
OPS DPS DPS 
n a n a n/a 
n a Tenant Tenant 

Tenant Tenant Tenant 
n a 

n/a 

A. Preventative Maintenance Tenant TFC TFC 
B. Heatln Ventilation and Air Condltlonln HVAC Tenant TFC TFC 
C. Plumbln Tenant TFC TFC 
D. Electrical Tenant TFC TFC 

Stairwells & Corridors Tenant TFC TFC 
Tenant TFC TFC 

G. Car ent Hardware & Floor Coverin Tenant TFC TFC 
H. Pest Control Tenant TFC TFC 
I. Grounds Maintenance Tenant TFC TFC 
J. Custodial Services Tenant TFC TFC 

Tenant 

Tenant TFC TFC 
Tenant TFC TFC 

Shared 
B. Polnt of Contact Shared Shared 
C. Re ortin an Erner enc TFC Shared 
D. Flre Fire Control S stems TFC Shared 
E. Medical Erner encles Tenant 
F. Bomb Threat/Letter Bomb TFC 

Shared TFC 
Tenant Shared TFC 
Tenant Shared TFC 
Tenant Tenant Tenant 
Tenant Tenant Shared 
Shared TFC TFC 
Tenant TFC TFC 
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EXHIBIT C 

TFC CONTRACT NO. 16-007-000 

PROPERTY MANAGER JOB DESCRIPTION 
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EXHIBITC 

Property Manager Job Description 

General Description: Perfonns routine (journey-level) property management duties for state­
owned facility (or a complex of facilities) within the agency's inventory. Work involves 
managing and coordinating property operations, maintenance, and administrative functions. 
Works under moderate supervision with limited latitude for the use of initiative and independent 
judgment. 

Essential Duties: 
+ Serves as property manager for a large facility, or a complex of smaller facilities, that are 

within the agency's inventory. 
• Develops and maintains professional tenant relations. 
+ Assists with oversight and coordination of tenant space management, renovations, and 

changes. 
• Conducts property inspections of interior and exterior of facility/facilities. 
• Creates/receives, prioritizes, distributes, and assures completion of work orders for 

improvements, repairs, or changes. 
+ Inspects the performance and work of contractors and agency staff. 
• Coordinates scheduling and access for contractors and other facilities or services. 
• Prepares weekly status reports and other reports to division management. 
• Schedules and conducts Tenant Council meetings and acts as a liaison between the building 

tenant(s) and all agency programs. 
• Responds to inquiries regarding facility management policies and procedures. 
+ Ensures all policies and procedures, pertinent laws and regulations are met, including the 

Americans with Disabilities Act (ADA), Texas Department of Licensing and Regulation 
(TDLR), Fire Code, and the agency Tenant Manual. 

• May supervise the work of others. 
• Perfonns related work as assigned. 

Required Qualifications: (Minimum Qualifications) 

Education and Experience: 
• Graduation from an accredited four-year college or university with major course work in 

business administration or a related field. 
• Two (2) years experience in commercial building property management or a related field . 
+ Education and experience may be substituted for one another on a year-for-year basis. 

Knowledge, Skills and Abilities: 
• Working knowledge of the principles and practices of property management. 
+ Knowledge of ADA, Building, and National Fire Codes, 
• Knowledge of construction practices, including inspections and repairs. 
+ Knowledge of the agency's policies and procedures, state administrative rules. 
• Knowledge of administrative practices and procedures. 
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+ Skill in the use of personal computers and applicable programs, applications, and systems, 
including email, spreadsheet. word processing, and database software. 

+ Skill in coordinating technical activities with contractors. 
+ Skill in managing and working in a team environment. 
+ Skill in using effective organizational, time management and planning methods. 
+ Ability to establish goals and objectives; 
+ Ability to coordinate the work of others. 
+ Ability to maintain effective working relationships with peers, agency personnel, tenants, and 

the general public. 
+ Ability to provide customer service. 
+ Ability to supervise the work of others. 
+ Ability to communicate effectively, both orally and in writing. 

Registration, Certification or Liccnsurc: 
+ Building Owners and Managers Association (BOMA) Property Management 

Certification preferred. 
+ Valid State of Texas Class "C" driver's license. 

Physical Requirements and/or Working Conditions: 
+ This classification functions in a standard office environment. 
+ There are no unusual dangers involved. 
+ May be required to work hours other than normally-scheduled work hours. 
+ Will be required to maintain radio or cellular phone contact 24/7. 
+ Must have the ability to work flexible hours during Legislative Session. 
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MAINTENANCE SPECIALIST JOB DESCRIPTION 
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EXHIBITD 

Maintenance Specialist Job Description 

General Description: Perfonns complex (journey-level) building maintenance and repair work. 
Work may involve maintaining and repairing buildings, utility systems, and stationary 
equipment; carpentry, locksmith, and remodeling; requisitioning materials and supplies; and 
maintaining records. Works under general supervision with moderate latitude for the use of 
initiatives and independent judgment. 

Essential Duties: 
+ Perfonns maintenance and repair work, including plumbing, electrical, steam, air 

conditioning, and mechanical. 
+ Assists with repair work on fire control and HY AC control systems. 
+ Perfonns carpentry work such as the installation, alteration, repair, and maintenance of 

buildings, doors, windows, wood fixtures, furniture, and locks. 
• Performs inspections of equipment, operating machinery, systems, and building accessories 

and appliances to ensure proper maintenance and repair. 
• Maintains and repairs electrical outlets, control panels, switches, light fixtures, and 

accessories. 
• Provides professional responses to building tenants, clients and staff as necessary. 
• May schedule, coordinate, and oversee the work of contracted vendors. 
• Operates a State motor vehicle in order to perform all essential functions . 

• 
• Performs related work as assigned. 

Required Qualifications: (Minimum Qualifications) 

Education and Experience: 
+ Graduation from a standard senior high school or completion of GED. 
• Two (2) years experience in a building trade or maintenance field. 
• Education and experience may be substituted for one another on a year-for-year basis. 

Knowledge, Skills and Abilities: 
• Working knowledge of the repair, maintenance, and operation of buildings; of building 

materials, plumbing and electrical fixtures. 
+ Working knowledge of the efficient operation and maintenance of HV AC, electrical, and air 

conditioning systems. 
+ Working knowledge of preventative maintenance and repair work, including masonry, 

carpentry, and painting. 
• Skill in the maintenance and repair of mechanical, electrical, plumbing, HV AC, carpentry, 

painting, fire alarm or control systems . 
• Skill in the use of tools and equipment. 
• Skill in handling multiple tasks. 
• Ability to apply proper methods, techniques and procedures in the maintenance and repair of 

buildings and related equipment; and to perfonn maintenance. 



• Ability to operate motor vehicle. 
+ Ability to provide customer service. 
• Ability to follow instructions. 
+ Ability to communicate effectively, both orally and in writing. 

Registration, Certification or Liccnsure: 
+ Valid State of Texas Class "C" driver's license. 

Phvsical Requirements and/or Working Conditions: 
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• This position requires the ability to stoop, bend, lift, and stand for prolonged periods 
of time. 

+ Must be able to move 55 lbs. and, occasionally, I 00 lbs. of products and materials. 
+ Must be able to work outdoors and in various weather conditions. 
+ Must be able to navigate uneven terrain and at various heights using ladders and lifts. 
+ Must be able to work flexible hours as needed. 
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CONTRACT BUDGET 
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Administrative 

Maintenance 

Custodial 

Grounds 

Security 

Utilities 

In-House Labor 

Parts 

FY17 Budget 

Biennium Total 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

800.00 

20,000.00 

10,000.00 

1,200.00 

+ 

-
4,500.00 

3,500.00 

40,000.00 

40,000.00 

80,000.00 


