
 

 

West Gippsland Catchment Management 
Authority 

Expression of Interest 

Provision of Cleaning Services  

 

Introduction 
WGCMA has been established to provide integrated management of land and water 

resources within the Gippsland Region.  The State Government established a 

catchment management framework to effectively implement integrated catchment 

management as a tool for ecologically sustainable development of our natural 

resources based industries, the protection of land and water resources and 

conservation of natural and cultural heritage. 

 

Cleaning Services 
The West Gippsland Catchment Management Authority (WGCMA) is seeking 

submissions for Expression of Interest from suitably qualified contractors to 

undertake Cleaning Services. 

This Expression of Interest (EOI) will identify how the contractor meets the selection 

criteria (Attachment A and under Project Brief).  This includes: 

 Experience in providing cleaning services 

 Ability to demonstrate a commitment to working in collaboration with 

WGCMA over the term of agreed contractual period to continuously seek 

improvements in value, efficiency and productivity in connection with the 

provision of the services; and 

 Your preparedness to work with WGCMA to continue to identify 

opportunities for improvement in the quality and level of service provided 

for the mutual benefit of both WGCMA and the successful organisation.  



 

Inspection of Premises 

To assist the potential contractor to evaluate the services required, the office will 
only be open for inspection on Monday 29 May between 5.00 – 5.30pm. 

Submission of EOI 

Lodgement 

EOI’s must be lodged only by the means set out in Project Brief. 

Late EOI 

EOI’s must be lodged by the Closing Time.   

Late EOI will only be accepted at the discretion of WGCMA. 

EOI documents 

Format and contents 

Organisations must ensure that: 

 their EOI is presented in the required format as set out in  

    Organisation Response; and  

 all the information fields are completed and contain the  

    information requested.  

Evaluation of EOI 

Evaluation process 

Following the Closing Time, WGCMA will evaluate the EOI received.  EOI will be 

evaluated against the Evaluation Criteria specified in the EOI document. 

Following the initial evaluation process, WGCMA will: 

 shortlist one or more organisations that have expressed interest in providing 

cleaning services;  

 interview shortlisted organisations 

Successful Organisation 

Successful organisation will be required to enter into a contract based on Victorian 

Government Guidelines.  

WGCMA’s rights 

Notwithstanding anything else in this EOI, and without limiting its rights at law or 

otherwise, WGCMA reserves the right, at its absolute discretion at any time, to: 

 cease to proceed with, or suspend the EOI Process; 

 alter the structure and/or the timing of the EOI; 

 vary or extend any time or date specified in this EOI; 

 terminate the participation of any organisation in this EOI; 



 

 require additional information or clarification from any organisation 

expressing an interest in this EOI to provide additional information or 

clarification; 

 call for a new EOI; 

 reject any EOI received after the Closing Time; 

reject any EOI that does not comply with the requirements of this EOI 

document 

  



 

Attachment A: Evaluation Criteria  

In evaluating EOI Responses, WGCMA will have regard to: 

 each of the specific evaluation criteria identified in the table below; and 

 the overall value for money proposition presented in the organisation 

response. 

 In this context, “value for money” is a measurement of benefits represented 

by an organisation’s response, including: 

 quality levels 

 performance standards 

 Value for money will be assessed on three year contracted 

period for cleaning services 

 

Evaluation criteria 

1. Capability  

 the demonstration of your ability to deliver the cleaning services 
 ability to provide a range of cleaning services  

   

2.  Demonstration of performance 

 current and recent work performed 
 evidenced by client referees 

 

3.   Pricing 

 hourly rate and any other costs for delivery of services 

 

  



 

 

 

 

 

Cleaning Services 

Project Brief 

 

West Gippsland Catchment Management 
Authority 

 
 

 

For more Information contact 

Kylie Johnson 

Corporate Services Manager 

Phone : 1300 094 262 

 

 

Lodgement of EOI 

 

Email to: 

‘tenders@wgcma.vic.gov.au’ 

marked “EOI – Cleaning Services”  

 

Lodgement Date 

By 4.00 pm on Friday 2nd June 2017  



 

Introduction 

Project Overview 

WGCMA seeks to appoint suitably experienced cleaners for the provision of 

cleaning services at 16 Hotham Street, Traralgon   

The engagement is for the provision of cleaning services for a period of three years, 

with the potential of a two-year extension.  This extension will be at the discretion of 

WGCMA. 

 

Project Objectives 

Objectives of the Cleaning Contract  

This contract is to ensure that the Authority will present a clean appearance in all 
respect at the commencement of each working day. The Contractor will perform the 
Services efficiently and in a proper and skilful manner, to the satisfaction of the 
Authority or the Corporate Services Manager 

 

Scope of the Cleaning Contract  

Cleaning should not commence before 6.00 pm in the evening and must be 

completed before 7.00 am of the following morning.  Contractors may have access 

to the premises on weekends or other times providing proper notice is received and 

approved by the Corporate Services Manager. 

 

Contract Term  

The engagement is for the provision of cleaning services for a period of three years, 

with the potential of a two-year extension.  This extension will be at the discretion of 

WGCMA. 

 

Key Performance Indicators 

The performance of the Cleaning Contractor will be monitored and measured on an 

ongoing basis once work has commenced in accordance with the cleaning contract 

schedule – Appendix 1. 

 

Reporting & Monitoring Requirements 

Reporting 

The Contractor or representative is required to liaise at least once every three 
months with the Corporate Services Manager or delegate concerning the 
performance of the cleaning tasks 

Variation 

The Authority or the Corporate Services Manager may from time to time request the 
Contractor (either verbally or in writing) to provide the Services either in respect of 
an area or at a frequency which is different from that specified in this Agreement.  In 
such event the Contractor shall provide the services in respect of such other area or 



 

at such other frequency and the amount payable by the Authority to the Contractor 
shall be in accordance with the area in respect of and the frequency at which the 
Services were actually provided 

 
Personnel 
The Contractor will from time to time provide the Authority with the full name and 
address of the person whom the Contractor proposes to employ in the performance 
of the Services.  The Authority may advise the Contractor if the Authority considers 
that any such person is in the Authority’s opinion unsuitable and in such event the 
Contractor shall not employ such person in the performance of the Services, nor shall 
the Contractor permit such person to remain at the office. 
The Contractor shall ensure that only persons reasonably required for the 
performance of the Services are in the office of the Authority. 
All employees of the Contractor are to be clearly identifiable as cleaning staff 
employed at the premises. 
The Contractor shall not, and shall ensure that the Contractor’s sub-contractors shall 
not, employ or engage any person in carrying out the work or permit any person to 
participate in carrying out the work: 

 Who is not an approved person; or 

 Who has been convicted of an indictable offence; or  
 

a) For the purposes of establishing a person as an approved person the 
Contractor shall, and shall ensure that each sub-contractor (if the person 
is or is to be employed or engaged as a sub-contractor) shall in respect of 
that person: 

 Obtain full details of the person’s employment history; and 

 Obtain at least two character references from adult persons; and 
Deliver to the Corporate Services Manager true copies of all such documentary 
evidence so obtained 
 

Storage 
The Authority will make available in the premises a lockable cupboard for the 
storage of equipment and materials as may be necessary for the Contractor to carry 
out the Contractor’s duties under this Agreement.  No responsibility for the safe 
keeping of any articles belonging to the Contractor or the Contractor’s staff and left 
on the premises will be accepted by the Authority 
 

Materials 
Materials to be provided by the Contractor in agreement with the Authority – 
detergents, disinfectants, cleaning solutions, garbage bags, dishwasher detergent 
and rinse aid and brush ware to be supplied by the Contractor.  These materials 
need to be environmentally friendly and be accompanied by a Materials Safety Data 
Sheet. 
 

  



 

Selection Criteria 

 

Criteria Weighting 

 

Criterion No. Criterion Description Weighting 

1 Capability  20% 

2 Demonstration of performance 40% 

3 Pricing 40% 

  

 

 
 
 
Appendix 1 – Cleaning Schedule 
Appendix 2 – Office Floorplan 

  



 

Appendix 1 – Cleaning Schedule 

 

General Cleaning Duties 

1. Clean all high and low surfaces of accumulated dust, spider webs and debris. 
2. Wash and clean walls to ceiling height, internal doors and partitions including all 

service areas. 
3. Clean all light fitting and diffusers. 
4. Remove graffiti where and when required. 
5. Report damage, vandalism or breakage using an agreed process. 

 

Daily Routine 

 

1. Collect all drinking glasses, mugs, cups, plates etc. from all work areas or meeting 
rooms.  Wash, dry and put away or place in dishwasher to be turned on daily. 

2. Empty all waste bins throughout the building including toilets. Wipe clean bins and 
replace liners as required. 

3. Sweep all vinyl floors of all rooms.    Shake clean or vacuum mats. 
4. Remove scuff marks and spots from all vinyl surfaces  
5. Remove all finger marks and stains from doors, wall, mirrors, and reception counter.  

Clean glass entrance doors and windows surrounds.  
6. Vacuum reception area. 
7. Using appropriate germicide solutions and/or cleaning agents, wet mop floors in 

toilet areas, wash and wipe all toilet seats, scrub pans inside and out, wash and wipe 
clean all hand basins and surrounding bench areas. 

8. Ensure that all toilets have paper towels, toilet rolls and liquid or tablet soap.  These 
consumables will be provided by the Authority. 

9. Wash and clean all tiled and glassed surfaces of shower facilities including scrub rose 
removing body fats and any other matter including the removal of bacteria build up 
in edges, ledges, cavities and grouting. 

10. Wash, clean and wipe to a bright finish all kitchen sinks and sink surrounds.  Clean 
outside of cupboards and metal fittings.  Using an approved detergent in hot water, 
wet mop and dry off vinyl areas. 

11. Replace bin liners if required. 
12. Clean and polish all tables and counter tops using approved maintenance products 

for all types of furniture installed. 
 

Weekly 

1. Wash clean internal tile and vinyl floors, remove all spots and scuff marks. 
2. Vacuum and spot clean all carpeted surfaces or more often as required. 
3. All light and movable furniture shall be lifted and floors and walls underneath and 

behind such furniture are to be kept clean 
4. Dust and wipe clean all office furniture, ledges and partitions 
5. Wash with germicidal detergent all rubbish bins situated in tea rooms or more 

often if required 
6. Remove all marks, spots and stains from all furniture including tables and chairs. 
7. Remove cobwebs internally. 
8. Remove all door mats and sweep clean as required.   



 

9. Clean all glass doors, door frames and glass and frames surrounding doors other 
than reception area. 

10. Sweep outside entrance 
11. Spot clean internal walls where required. 

 

Quarterly 

1. Clean outside glass entrance doors and windows surrounds. 
2. Polish all metal fixtures and fittings including kick plates and door grilles 
 

Six Monthly Routine 

1. Carry out all high dustings of doors, door frames, light fittings and tops of all 
furnishings. 

2. Remove cobwebs externally 
3. Clean all exposed light fittings, picture frames and Venetian blinds. 
4. Clean all glass panels and partition walls. 
5. Hose down front tile area 

 

Annually 

1. All building support spaces (Contractor’s cupboard) to be cleaned 
2. Steam clean and or shampoo all carpeted areas during the Christmas break. 
3. Steam clean all tiled areas in toilets and shower 

  



 

Appendix 2 – Office Floor Plan 

 



 

 

 

 
EOI Proposal and Documents to be Provided 
 
All organisations lodging an EOI must supply the following documents as part of the 

submission process; 

 A completed copy of – “Organisation Response.” 

 

No other formats or documents will be considered. 

 

LODGEMENT OF EOI 

EOI’s must be lodged Electronically: 

Email to: 

tenders@wgcma.vic.gov.au 

marked “EOI – Provision of Cleaning Services”  

 

EOI will be accepted up until 4.00 pm on Friday 2 June 2017. 

All Expressions of Interest will be treated as strictly confidential. 

 

REFERRAL OF ENQUIRIES 

Please contact Kylie Johnson on 1300 094 232 or by e-mail to 
kyliej@wgcma.vic.gov.au, should you have any questions regarding the 
requirements of this work 
 

Expression of Interest Response 
 

EOI document – PLEASE READ: Important information on the format of your tender 

response 

(a) Organisations must provide a copy of the EOI Response document 

(b)  All responses must be provided within the specified boxes  

Please do not provide additional attachments but incorporate your proposal 
within the specific boxes. Any additional information not covered by your responses 
to earlier sections may be incorporated into Section “Any Other Matters” below. 

(c) Do not include graphics or data in responses.  Where necessary, any 
graphics or data should be placed at the end of the documents and referred to in the 
response. 

(d) Include the name of the organisation in the footer of the EOI document. 


