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CLEANING SERVICES

Frequently Asked Questions (FAQ’s)

This document contains 16 most frequently asked questions and answers regarding contract cleaning services at the USPS:

1. When do I need a local agreement or a CMC contract for cleaning services?

2. How do I acquire new cleaning services from an outside contractor?

3. What are the step-by-step instructions for creating cleaning services requisitions in EBUY for a local agreement?

4. What are the step-by-step instructions for creating cleaning services requisitions in EBUY for a CMC contract?

5. What steps do I take to extend my cleaning services CMC contract?

6. What steps do I take if no more renewal options are available on my CMC contract?

7. Can I extend a cleaning services local agreement?

8. Where can I find the Cleaning Services Local Buying Agreement Guidelines or the ASM?

9. Where can I get a copy of the Cleaning Services Local Agreement form (PS form 7355)?

10. How do I set up automatic biweekly cleaning services payments for a local agreement? 

11. Is electronic funds transfer (EFT) available to contract cleaners so their biweekly payments automatically deposit into their checking account?

12. What options do I have if I am not happy with my current cleaning services contractor?

13. How does a cleaning services contractor, COR or postmaster check status of payments?

14. If my cleaning costs exceed $10k per year for a local agreement, what action should I take?

15. If my cleaning costs fall below $10k per year for a CMC contract, what are my options?

16. Can landscaping and snow removal services be part of a cleaning services CMC contract?

CLEANING SERVICES

Frequently Asked Questions (FAQ’s)

1.
When do I use a local agreement or CMC contract for cleaning services?  

Local Agreements are used when the total cost for cleaning services is:

· Less than $10,000 (per year) with a self-employed cleaning person, or 

· Less than $2,500 (per year) with a cleaning services company
CMC contracts (a.k.a., contracts) are used when the total cost for cleaning services is:

· Over $10,000 (per year) for a self-employed cleaning person, or 

· Over $2,500 (per year) for a cleaning services company
Important Note: 

Not all USPS facilities qualify for hiring external cleaning service contractors.  To determine if your facility qualifies, refer to the formula and guidelines found in the Collective Bargaining Agreement (CBA) under Memorandum of Understanding re: Subcontracting Cleaning Services and in the ASM 535.261.  Your Field Maintenance Support Staff must be consulted prior to requesting new outsourced cleaning services to insure that requirements are appropriate for outsourcing -- not for a postal custodian.
2.
How do I acquire new cleaning services from an outside contractor? 

If your location is authorized for outsourcing cleaning services and you don’t know how to calculate or determine if you should use a local agreement or a CMC contract, you can:

1. Contact a few local self-employed cleaners or cleaning services companies for price estimates.  If the amount falls below the thresholds stated above, proceed with a local agreement; it the amount falls above the thresholds, proceed with a CMC contract.

2. You can also go to the Department of Labor’s website to get a two-year cost estimate:

A. Go to the DOL website:  http://www.wdol.gov

B. Click Selecting SCA WDs
C. Select the state and county of the postal site

D. Click NO and NO again
E. Find DOL hourly wage rate for job classification 11150 (janitor)
F. Find health & welfare benefit hourly rate (located below job classifications list)

G. Add together DOL hourly wage rate and health & welfare benefit hourly rate
H. Multiply combined wage rate by estimated bi-weekly hours (per pay period)

I. Multiply bi-weekly cost estimate by 52 (number of pay periods over two years)

J. Finally, multiply the total 2-year cost by 1.5 to determine your Ebuy funded amount (note: DOL wage rates reflect minimum price per hour, not market price per hour) 

If the total two-year amount is more than $20,000 for the two-year period (or more than $10,000 per year), follow the steps for creating a requisition for a CMC contract (see question 4.)  If the total amount is less than $20,000 for the two-year period (or less than $10,000 per year), follow the steps for a local agreement (see question 3.) 

Important Notes:

· Ebuy is the only approved method for authorizing funds for cleaning services.

· The primary contact for local agreements is usually the Postmaster or another designated EAS employee.  

3.
What are the step-by-step instructions for creating an EBUY requisition for a local agreement?  

1. Create an Ebuy Requisition

2. Create a Local Cleaning Services Agreement

3. Send Payment Authorization Form to Accounting Service Center

STEP ONE – Create an Ebuy Requisition

1. In eBuy click Create a New Off Catalog eBuy Requisition.  Record the new eBuy requisition number immediately for future reference.  

2. In the Header, click Locally Paid Invoice for ‘Purchasing Method’ (do NOT route to Supply Mgt.)  Then select Expense for ‘Payment Type’.  Enter the required delivery date along with any special delivery instructions.  Save Header.  

3. Click Justification/Attachment and type “This is for a NEW LOCAL CLEANING SERVICES AGREEMENT.”  Then, click Save.

4. Click Attach Files.  Attach documents, such as a Statement of Work.  Browse and select the desired file and click Attach File.  Click Close Justification/Comments Summary.

5. Click Add Item.  Search for and select supplier or create a new supplier.  Then, click OK.  

6. In the “Add Off Catalog Item” section, type the requisition item number (1, 2, 3, etc.).  

7. Type “2” in the quantity field and select “YR” in the UOM field.  Local agreements are usually funded for two years, but they can also be funded for one year.  
8. Enter the annual price and GL account code “52311”.

9. Click Search at the ‘Commodity’ field.  

10. In the ‘Search for Commodity’ field, type “office cleaning.”  Once “General building and office cleaning” appears, select it, and click OK.  

11. In the ‘Description’ field, type “This is for cleaning services under a new local agreement”.

12. Click Add Item.

13. Click Return to Requisition Summary.  

14. Click Approver List if additional (ad hoc) approvers are required.

15. Click Submit Requisition button to route the eBuy requisition for approval.     

16. Once the eBuy requisition is approved, the Postmaster or designated EAS employee can then process the Cleaning Service Agreement locally.

STEP TWO – Create a Local Cleaning Services Agreement

Create a new Local Cleaning Service Agreement by downloading instructions from the Blue Page at: http://blue.usps.gov/accounting/_pdf/Cleaning_Agreement.pdf.  The forms that comprise a cleaning services local agreement are:

· Certification of Asbestos Training for Contract Custodians (when applicable)*

· Certification of Hazcom Training for Contract Custodians*

· Local Agreement PS Form 7355*

· Cleaning Services Agreement and Payment Authorization**

· Certification Basic Security Clearance*

· Statement of Work (“duties”)*

* 
These forms, once signed, are attached to the local agreement as backup documentation.  They stay with the postmaster at the local office.

**
This form is the ONLY form that is mailed to San Mateo ASC from the local agreement package.  Do not mail the Local Agreement (form 7355) to San Mateo.  

When procuring locally, request price proposals from multiple contractors.  If the proposals you received fall above the dollar thresholds stated in Question 1, you cannot use a local agreement to procure cleaning services.  You must follow the steps below for NEW cleaning services that require a CMC contract.  

STEP THREE - Send Payment Authorization Form to Accounting Service Center

Mail ONLY the Payment Authorization Form to San Mateo ASC.  It can be found in the Local Buying Agreement Guidelines (link is shown above in Step Two).  All other forms, including the fully signed local agreement, basic security clearance, hazmat, and statement of work forms, must remain with the Postmaster.  Do NOT mail to San Mateo).

4.
What are the step-by-step instructions for creating an EBUY requisition for a CMC contract?  

1. Obtain electronic versions of the required MS-47 forms from Maintenance

2. Create the Ebuy requisition, attach required MS-47 forms, and route to Supply Mgt

STEP ONE – Obtain electronic versions of the required MS-47 forms from Maintenance

Obtain electronic copies of the three required MS-47 forms available from your Field Maintenance Support Department.  The forms are titled:  Facility Inventory (PS Form 4869), Frequency Schedule, and Additional Information. These forms are mandatory for all NEW cleaning services contracts.  Refer to Maintenance Management Order MMO-092-06 titled “Documentation Requirements for Contract Cleaning Services”.  You can also view the MMO by clicking on this link:  http://www.mtsc.usps.gov/pdf/mmo/2006/mmo09206.pdf.

STEP TWO - Create Ebuy requisition, attach MS-47 forms, and route to Supply Mgt

1. In eBuy click Create a New Off Catalog eBuy Requisition.  Record the new eBuy requisition number immediately for future reference.  

2. In the Header, click Route Req to Supply Mgt for ‘Purchasing Method’.  Then for “After Approval, Route Requisition”, click Western Services CMC Chicago/San Francisco. 

3. Click Expense for ‘Payment Type’.  Enter the required delivery date along with any special delivery instructions.  Save Header.  

4. Click Justification/Attachment.  Type “This is for new services under a CMC contract” in the ‘Comments’ section.  Also include the Contracting Officer’s Representative (COR) name, phone number, EAS title and email.  Click Save.

5. Click Attach Files.  Attached the three required MS-47 forms to your requisition (these forms should be saved to your C: drive so that you can electronically attach them to the requisition when you click Browse.)  Once the files are selected, click Attach File. Click Close Justification/Comments Summary.  
6. Click Add Item.  Search for and select supplier or create a new supplier.  Click OK.  

7. In the “Add Off Catalog Item” section, type the requisition item number (1, 2, 3, etc.).  

8. Type “2” in the quantity field and select “YR” in the UOM field.  CMC contracts are funded for an initial two-year period.  
9. Enter the annual price and GL account code “52311”.

10. Click Search at the ‘Commodity’ field.  

11. In the ‘Search for Commodity’ field, type “office cleaning.”  Once “General building and office cleaning” appears, select it, and click OK.  

12. In the ‘Description’ field, type “This is for a new two-year contract for cleaning services.”  

13. Click Add Item.

14. Click Return to Requisition Summary.  

15. Click Approver List if additional (ad hoc) approvers are required.

16. Click Submit Requisition button to route the eBuy requisition for approval.     

17. Once the eBuy requisition completes the approval cycle, it will automatically route to the Western Services CMC.  

Once the Ebuy requisition is received by the CMC, the assigned purchasing specialist initiates a solicitation and issues a CMC contract based on best value determination.  While waiting for a CMC contract, the Postmaster can use a temporary cleaner and pay that person locally using PS Form 8230 (Scanning and Imaging).
Note:  For Alaska, Hawaii, and Puerto Rico, cleaning service requirements that are funded above the specified local agreement dollar thresholds, are handled by their respective district purchasing specialist, not by the CMC.
5.
What steps do I take to EXTEND my cleaning services CMC contract? 

Review your existing CMC contract and determine if renewal options remain.  If NO options remain, follow the steps above in question 4 for creating a new CMC contract.  If options STILL remain, then create an eBuy requisition following the steps below.  You should base the amount of funding on historical cost plus a reasonable increase of 5%-10% to cover DOL wage rate increases over the next 2-year period.  

Please note:

· Cleaning services contracts are NOT automatically renewed.  You must create an Ebuy requisition 60-90 days before the contract expires by following the instructions below.

· The Contracting Officer’s Representative (COR) for CMC contracts is usually the Postmaster or another designated EAS employee.  If the COR changed since the previous contract term, include the NEW COR’s name, phone number, full address and email in the text of the Ebuy requisition.

· In eBuy, click Create a New Off Catalog eBuy Requisition.  Record the eBuy requisition number immediately for future reference.  

· In the Header field, click Route Req to Supply Mgt for ‘Purchasing Method’.  Then for ‘After Approval, Route Requisition,” click Western Services CMC Chicago/San Francisco.

· Click Expense for ‘Payment Type.  Enter the required delivery date along with any special delivery instructions.”  Save header.  

· Click Justification/Attachment.  If the COR changed since the previous contract period, include the new COR’s name, title, address, phone number and email in the ‘Comments’ section. Then, click Save.

· Click Add Item.  Search for the existing supplier.  Then, select OK”  

· Click Add Off Catalog Item.  Select quantity “2” and UOM “YR”.

· Enter the annual price and GL Account # 52311.

· In the ‘Commodity’ field, click Search.  

· In the ‘Search for Commodity’ field, type “office cleaning.”  Once “General building and office cleaning services” appears, select it, and click OK.  

· In the ‘Description’ field, type “This requisition is for the renewal of CMC contract # _________.”
· Click Return to Requisition Summary.  

· Click Approver List if additional approvers are required.

· Click Submit Requisition to route the eBuy requisition for approval.     

· Once the eBuy requisition is approved, it will automatically route to the Western Services CMC.  

Note:  If an incumbent supplier requests a price increase that is determined to be unreasonable at the time of renewal, the Purchasing Specialist may decide to negotiate the price or re-solicit the work in the best interest of the USPS.    

6.
When steps do I take if no more renewal options are available on my CMC contract?  

Follow the steps above in question 4 for creating a new cleaning services CMC contract.
7.
Can I extend my existing cleaning services local agreement?

No.  Local agreements cannot be extended.  If you want to continue using the same cleaner or if you need a new one, follow all of the steps in question 3 for creating a new local agreement.

8.
Where can I find the Local Cleaning Service Agreement Guidelines or the Administrative Support Manual (ASM)?

To locate the Cleaning Services Local Buying Agreement Guidelines:

1. Go to USPS Blue Page.

2. Select “Inside USPS” tab.

3. Select “Accounting” (under Finance).

4. Select “Cleaning Services Local Buying Agreement Guidelines” (under References)

Or go directly to it.  Click on:  http://blue.usps.gov/accounting/_pdf/Cleaning_Agreement.pdf
To locate the Administrative Support Manual, Issue 13, July 1999, go to the USPS Blue Page at http://blue.usps.gov/cpim/ftp/manuals/asm/html/welcome.htm.  ASM 722.7 covers contract cleaning services.

9.
Where can I find the Cleaning Service Local Agreement (PS Form 7355)?

Go to the USPS Blue Page.  Under ‘Essential Links’ on the left-hand side of the screen, click Forms, and search for PS Form 7355.

· Complete the form.  Be sure the Postmaster (or other designated EAS employee) and the contractor both sign the form.  Keep the original signed PS Form 7355 Cleaning Agreement in your local office, along with the completed basic security clearance form, all training documentation, a printout of the eBuy Requisition, and a photocopy of the “Cleaning Services Agreement and Payment Authorization form”.  Give a photocopy of the fully executed agreement to your contract cleaner.
· Do NOT send the signed Cleaning Agreement (PS Form 7355) to the ASC or to the Western Services CMC.  

10.
How do I set up automatic biweekly payments for cleaning services under a local agreement?

Use Attachment 5 - Cleaning Services Agreement and Payment Authorization form - of the Cleaning Services Local Buying Agreement Guidelines.  For a copy of the guidelines, click on:  http://blue.usps.gov/accounting/_pdf/Cleaning_Agreement.pdf. 

· Send only the original Cleaning Services Agreement and Payment Authorization form to San Mateo Accounting Service Center (ASC.)  Do NOT send PS form 7355 to San Mateo ASC.

11.
Is electronic funds transfer (EFT) available to contract cleaners so their biweekly payments deposit automatically into their checking account?

Yes.  To obtain a copy of the electronic funds transfer (EFT) form (for either a CMC contract or a local agreement), go to the USPS Blue Page.  Under the ‘Essential Links’ column on the left-hand side of the screen, click forms.  Search for PS Form 3881-X.  Print the form and give it to your cleaning contractor.  They must take the form to their bank for proper authorization.  The contractor then mails the completed form to San Mateo ASC, 2700 Campus Drive, San Mateo, CA  94497-9400.

12.
What options do I have if I am not happy with my contract cleaner?

If you are not happy with your current cleaning contractor, the best course of action is to work directly with the contractor to correct the problem.  Here are discussion steps to follow: 

· Appoint a time to discuss all deficiencies with the contractor.  

· Be clear and specific about what needs improvement.  

· Document the date of the meeting, who attended, the deficiencies discussed, and the expected outcomes.  

Optional:  The Cleaning Services Daily Work Log (PS Form 4851) can be used to document service performance issues.

If your cleaning services are managed under a CMC contract and deficiencies persist, the next step is to email the Cleaning Services team that manages your respective area.

For Capital Metro, Eastern, Great Lakes, New York Metro, Northeast areas, email:

cleaningservices-chicago@usps.gov
For Pacific, Southeast, Southwest and Western areas, email:  

cleaningservices-sanfrancisco@usps.gov
Attach all documentation regarding the service performance issues to your email.  You must include your name, telephone number, location and CMC contract number in your email, so that a Supply Management purchasing specialist can respond to your concerns promptly. 

Based on the documentation provided regarding the deficiencies, the Contracting Officer may decide to send the contractor an official ten-day notice to “cure” the problem or face termination.  Only the Contracting Officer can issue a notice of termination (whether for cause or on notice) for any cleaning service contracts managed by the CMC.  Once the contractor is terminated, the COR or Postmaster may select another cleaner to clean the facility on an interim basis until a new contract is awarded.  If your cleaning services are managed under a local agreement and deficiencies persist, consult the Cleaning Services Local Buying Agreement Guidelines for guidance with handling contractor service deficiencies:  http://blue.usps.gov/accounting/_pdf/Cleaning_Agreement.pdf
13.
How does a contractor, postmaster or COR check payment status?
The cleaning service contractor, the COR or the Postmaster can check payment status by contacting the Accounting Help Desk at toll-free 866-974-2733. When prompted, enter the contractor’s Federal Tax Identification Number (TIN) or Social Security Number (SSN), whichever applies.   
If you have a CMC contract, you can also track payments online via the Financial Data Mart (a.k.a. RMS or EDW).  You can request access to this online program through eAccess.  Financial Data Mart allows you to export contract spend data to an Excel file, save the data to your computer, and even print a copy for your records.

14.
If my costs for cleaning services exceed the $10K annual threshold for a local agreement, what action should I take?

If your cleaning services local agreement is ready to expire and you believe that costs will exceed the $10K annual threshold for a local agreement, follow the steps for creating a new CMC contract (refer to question 4 above for instructions).  Once the requirements are received, the CMC will initiate the solicitation process and ultimately issue a CMC contract based on best value determination.  While awaiting contract award, the Postmaster may use an interim cleaner and pay locally for cleaning services via PS Form 8230 (Scanning and Imaging.)

15.
If my cleaning services costs fall below the $10K minimum threshold limit for a CMC contract, what are my options?

If it is sixty days prior to your CMC contract expiring and if you are satisfied with the contractor’s level of performance, the contractor has two options: he or she can agree to prematurely terminate the contract or they can simply allow the contract to expire.  If the contractor chooses to terminate, he or she must submit a termination request at least 30 days prior to the termination date.  At that point, you can notify the Western Services CMC and follow the steps on how to obtain a new local agreement.  The CMC will issue a contract modification to terminate and close the contract; you can then create the local agreement. 

16.
Can landscaping and snow removal services be part of a cleaning services CMC contract?

No.  Landscaping and snow removal services are managed separately, either through a CMC contract or locally by paying with PS form 8230.  Cleaning services are classified under account code 52311, which is different than the account code for landscaping and snow removal (52313).  Also, these two services fall under different Department of Labor job classifications, which are different than cleaning services (janitor) classification (11150) relevant to cleaning services companies that hire employees.



















































































































































































































































































































































































































