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Introduction

The purpose of this standard is to develop a Nordic procurement standard for the provision of cleaning
services.

In this standard you will find requirements and recommendations about the following:

— Tender enquiry

— Procedure and terms for submission

— System for evaluation of tenders

— Extent of the delivery

— Requirements to the contractor

— Technical requirements

— Contractual aspects

— Evaluation guidelines including specification of criteria

1 Scope

This standard specifies requirements and recommendations for the provisio
cleaning-related services in the public sector. It may also be used in the priva
framework and reference system for procurement purposes in the field of clea

eaning services and
ector. It provides a
g\services.

2 Normative references

EN 13549:2001 Cleaning services — Basic require
systems

EN 15221-2  Facility Management — Part
agreements

INSTA 800 Cleaning quality — System fo

Norwegian amendment:
NS 8431:2005 General conditio

Finnish amendment:
SFS 5967 Puhtausalan san

Danish amendment:
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4 Requirements and recommendations

The EU-directives 2004/17/EC and 2004/18/EC contain common rules for public procurement in countries
in the EU and the European Economic Area and cover public-sector purchases of services.

The tender inquiry shall include a description of the premises and the activities in the premises. Contact

information and other information relevant to the submission of tender shall be prox

The tender enquiry shall also specify:

— Provision procedure and terms for submission of tenders and start-up
— System for evaluation of tenders
— Extent of the delivery

— Requirements to the contractor
— Technical requirements

— Contractual aspects

The tender shall contain all the information about the premises that ca
instance:

'thé cleaning costs, for

— Size of the areas (square metres)

— Function and use of the premises, variations

— Expected quality levels of different kind of rgor
Number of clients (if more than one), numbersf oc

wpants and vigitors,

shall be stated in order to make them comparable. It is
the tender documents which specifies how prices for different

Deadlines given for starting the services after signing the contract shall be long enough to ensure that the
contractor is able to make the preparations needed for fulfilling the requirements given in the contract. It is
recommended to allow for a minimum of 6 weeks for the preparation after signing the contract.
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4.2 System for evaluation of tenders

The tender enquiry shall specify the system to be used for the evaluation of tenders. The system shall
clearly specify criteria for qualifying, evaluating and selecting contractors.

Public tenders shall be evaluated in accordance with EU and national regulations. It is recommended to
use the three step system and weighing of criteria according to the principles for selegting best value as
described in Annex B.

If the process includes taking over personnel it is recommended to evaluate this i

4.3 Extent of the delivery

See guidelines in Annex C.
4.4 Requirements to the contractor

information asked for shall be divided into contractor specific and contract specific information. The
enquiry shall specify if the information is a requirement in respect of exclusion\Qr selection, or if the
information is to be evaluated as an award criteria. Any fequirements shall be clearly defined.

See guidelines in Annex B and D.

4.5 Technical requirements

The tender enquiry shall specify technlcal reg |rments for the—delivery~Jhe enquiry can ask for
enquiry shall specify the quality requirements
The requirements and information specified shall be clearly defingd as selection criteria or award criteria.

See guidelines in Annex B and D.

It is recommended to use a quality b garjing system based on INSTA 800 where possible.

4.6 Contractual aspects

The tender enquiry shall specn‘y con ractal aspects which can affect the total cleaning costs. Examples
are co- operanonal requires gations, each side’s obligations, other contractual aspects as

Itis reco
implem

ed on NS 8431:2005. In Norway the ILO Convention No 94 is

through Regulations orf wages and working conditions in public contracts.
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Annex A (informative)
General recommendations and guidelines for the tender process

A.1 Public procurement

Procedures and terms shall be in accordance with regulations, directives and ru
given by the European Union (EU) and the local government, see 4.1.

s fof public procurement

A.2 Private procurement

and terms can to a large extent be decided by the tenderer, within the general legis
and the normal standards of ethics regarding procurement (“good tender practice”).

minimum deadlines given in 4.1.

The start of the tender process can be announced in many ways and i of different media.
Closed processes where a limited number of cleaning service providers i
without a pre-qualification process, can also be carried out.

SN© 5



INSTA 810:

Annex B (informative)
Evaluation guidelines

B.1 Evaluation

B.1.1 General

The public procurement directives 2004/17/EC and 2004/18/EC speci
used as exclusion criteria, selection criteria and award criteria.

B.1.2 Specification of criteria

Selection criteria shall be related to the contractor’s qualifications, and award
the on site service offered by the contractor and qualifications beyond the min
the selection criteria.

) requirements given in

B.1.2.1 Exclusion

¢cepted further to the next
stage in the competition. Mainly, these criteria ar 4 law and legislation by not
paying taxes, having been found guilty or haying been co any offences relating to professional
conduct/misconduct, not keeping deadlines, or(not answeri der enquiry correctly.

EXAMPLES

Rejected due to the tenderer Rejectéddue to the tender
nartitipation ot t deadlines

Not fulfilled tender requirements

[Jue to reservation of the contract condition

Due to deviations, reservations, mistakes, or
incomplete information in the tender which could
cause doubt in the judgment comparing to the
others

participation in a ctiminal nisal
corruption, fraug, o lau [

This is a yes/no sedtion. All criteria hayve|to be answered with “yes” to pass this stage.
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B.1.2.2 Selection

Selection criteria shall be related to the contractor’s qualifications, and not to the services offered on site.
Firstly, specify the financial and economic capacity (relevant to the size of the contract) required and how

to document this. Secondly, specify the technical capacity in terms of proof require il the contract.
EXAMPLES of selection criteria are /\

Financial and economic capacity Technical capacity

Appropriate statements from bank or evidence of
relevant professional risk indemnity insurance

Presentation of balance sheet or extract from
balance sheet

A statement of overall turnover and turnover in
the area covered by the contract for a maximum
of the last three financial years available

cal support, plant or
qvailable to assist in

This is a yes/no section. All gritg 0 pe answered with “yes” to pass this stage.

SN© 7



INSTA 810:

B.1.2.3 Award

Award criteria shall be related to the services offered on site, and reflect the need for the contracting
organisation to fulfil the contract. The criteria must be specified in such a way that they can be used in the

evaluation process for final selection of the service provider. The following list is an ex fquality
award criteria:
EXAMPLES
Personnel Operational Description of the deliverances </
planning Personnel resource plan
Recruitment procedures
Skills and Basic skills
education

Contract specific skills

Higher level of education

Contract Quality level \/
specific Health, Safety and Environmental mahag t on site (HSE)

Methods and equipment on site

Management Skills and Contract specific know-how of manageme
availability Flexibility

Availability of cl

Follow-up

Other skills
Other

nisation of contract

ck-up system in case lack of staffing resources

7as

sage_of environmentally friendly chemicals (any unwanted
components?)

Environmental

Consumption of chemicals per square meter and year in the contract

)

Water ryer cleaning methods

ater consumption for washing machines, litres per year (handling of
used mops and cloths

waste— Waste reduction plan for cleaning-related waste

A Waste production per square meter and year in the contract

/
N

B.1.3 “Wpal‘setection of the service provider

evaluation process is to evaluate which tender represents the best value based on
lity xriteria. In order to do this a calculation model where the different criteria are
the priorities of the purchaser has to be worked out, see example below.

The last stageun t
both price and q
weighted according

EXAMPLE Evaluation and scoring system can be in such a way that each criteria is for instance given a
score from 0 to 10 depending on the description and documentation. Firstly, distribute 100 points in some main
categories; price and quality (personnel, management and environmental) profile. The points can be distributed
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INSTA 810:

evenly or unevenly among the categories and subcategories. The tender with the lowest price will achieve
maximum price points. All the others will be given points in relation to the percentage that the price offered is
above the lowest price. Secondly, distribute the points given for quality among the criteria given in the tender
enquiry. Multiply the score for each criteria with the percent given (weight) for the main category and calculate the
sum. Normalise the data so the tender with highest quality point will achieve the max points awarded for the
category. The other tenders are given points depending on their percentual deviation fro =-hest tender. Finally,
summarise the score for price and quality. The tender with the highest score will win the

SN© 9
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Annex C (informative)
Guidelines for specifying the extent of the delivery and information
about the premises

C.1 Background

cleaning service providers.

C.2 Extent of the delivery

Table C.2 gives examples of factors regarding the extent of the deliv&r
tender document. See also Annex D for technical aspects.

Table C.2 — Extent of the delivery — Examples of factors that'shduld be specified

Factor Subfactor CB@ment
1 Cleaning system §§e>\nnex D
2 Regular standard cleaning | Areas and rooms to be Y
procedures Surfaces/objects to be cleane 7

Quality require
(if quality based

[

3 Regular periodic cleaning

ing of high surfaces, window
leaning of bookshelves with content,

uality requirements, if any
Frequencies

Any preparations done by the users
Surfaces/objects not included

Quality control; methods, by whom, cost
allocation

Special care to be taken, if any
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4 Periodic cleaning on Kind of services, (see 3)
request (to be ordered

when needed) For each service specify;

Any technical requirements

Any preparations done by the users
Quality requirements if any
Surfaces/objects not included

Quality control; methods, by whom, cost
allocation

Special care to be taken, if any

and wastepaper baskets, waste treatment (i.e.
paper compression), sanitary servic i
paper, towels, hand soap), servicing 0
absorbing zones (change of mats, et
watering of flowers, removal of snow frgm
entrances, etc.

N

5 Cleaning-related services Kind of services, i.e. emptying of waste baskets &_//

For each service specify;
Any technical requirements

Areas, rooms and surfaces/objects to be
serviced

>

Quality requirements, i

Frequencies/f

whom,

C.3 Information about th

Table C.3 gives examples
document.

remises that need to be specified in the tender

Table C.3 — Examp formation that should be given about the premises

Factor / \Subfauq\ Comment

1 General information \ Age, func% and use of the premises
rawings showing all rooms

umber of clients (if more than one), number of
ccupants and number of visitors

neral condition of the surfaces to be cleaned
Any seasonal variations

Average accumulation per day/week of dirt on

< different surfaces (can be given as drop in
quality levels/profile, changes in dust level or

gloss measured according to INSTA 800)

Operating hours
Time for cleaning to be performed
Access control and potential limitations

Spaces for cleaning equipment and
maintenance (cleaning central/rooms/closets)

SN© 11



INSTA 810:

Location and details concerning waste
processing

2 Information to be given for | Area See also table C.4
each room Identity (number/name)
Room type

Flooring

Quality requirements (INSTA 800, profile, etc.) \
Condition of the surfaces

Surfaces/objects that need special attention

Special requirements for cleaning of critical
surfaces/points (ESD spaces, operating
theatres)

C.4 Presentation of information and specifications

It is recommended to present as much information and as many specificatioRs as possible in a table.
Table C.4 gives an example of how room-related factors and information can ke presented.

Table C.4 — Table for presentin%w-\related inforyé)o

n
Qualit \Ifﬁj ity
Building Room Room Are;a Floosin equirements eguency Comment

No. type m according to or week
INSTA 8
A A1521 | Office 10 | Linoleum | profile 2 Polish with
seasonal
Dust levgl cracking
problems

B B0100 | Reception /7 ra[ite “profile B 5
/ ﬁss level 4
/\
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Annex D (informative)
Guidelines for specifying technical requirements

D.1 Technical requirements

It is recommended to include some technical requirements in the tender documefit, This will enSure good
cleaning practice and prevent damages to the building, the environment, or wq

can be worked out in such a way that they can be evaluated in the evaluation process described/in

Annex B. See example in D.1.4.

D.1.1 General requirements

users of the premises.
D.1.2 Cleaning system
— Activity-based

— Quality-based
— Combination of the two systems

al contractors in terms of how work is

ded by potg

This will also influence the information to be~proy
planned and how quality is assessed-

erised by mainly or exclusively stating what cleaning

and how often. Such systems do not provide the
i ality goals on the individual surface or room to be
leaning operation is carried out with the most professionalism

increasingly workéd on ways of describing quality/result requirements. The standard INSTA 800 is an
example of a system for describing and measuring cleaning quality. Such standards include visual quality
goals and evaluations but can also involve the measurement (with specifically designed tools) of levels of
dust, hygiene, friction, shine, static electricity, and conductance.
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D.1.2.3 Combinations

Depending on the cleaning specification to be performed, it may prove valuable to combine a frequency-
based system (for example for work operations on “sensitive surfaces”) with a quality-based cleaning
system. If the premises have carpeted floors it is, in order to ensure a good indoor air quahty,
recommended to specify an activity-based cleaning system for these surfaces, with spe ation of both
cleaning frequencies and quality requirements.

D.1.3 Cleaning methods
hmes and cleaning

Requirements for cleaning and working methods, cleaning equipment, cleaning
chemicals to be used can be formulated as shown in the example. More specific i
be included. It is recommended to give high attention to health, safety and environm

EXAMPLE Methods for cleaning and cleaning-related maintenance shall be chosen based.an the
properties of the material surfaces, type of soiling, amount of soiling, quality requirerments and environmental

requirements. The aim shall be to choose the method that, with the lowe pWIo t~and_environmental

impact, and without damaging the surfaces, fulfills the quality requirements)
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D.1.3.1 Environmental aspects

The following list is an example of environmental aspects that are affected by cleaning, and how
environmental requirements can be specified and used in an evaluation process as described in Annex B:

YN

Influence Approximation Example of specificqﬁgﬁ@/requir%gg&

Chemicals: The contractor should | Selection criteria:

have a system for Description of the system. S
documentation and

follow-up of the according to 1ISO 14001

consumption of Chemicals used shall not contai
chemicals, and for the | components:
education of

employees in use of
chemicals List of chemicalssha

May cause damage to
health and environment
and influence on the
biological diversity

Il fulfil requirements

see examples”

Award criteria:

Amount of chemicals
surface and per year sha

Contractual aspects:

mnt of account for chemical use shall be submitted
ea

Water: Water consumption
can be reduced by

Water consumption . . ;
using drier cleani

influences the need of

energy for heating and methods

the discharge of

contaminated water

Waste: The contractor W Selection

Waste is spilled
resources. Because of
this, waste minimization
and recycling are
desirable

iption of the system. Shall fulfil requirements
ir1g to ISO 14000

Award criteria:

A?unt of waste produced per square meter cleaned
sSurface and per year shall be given

Contractual aspects:

A statement of account for waste produced shall be
submitted for each year by the end of January the following
year

NORWEGIAN NOTE Wearing identity tags is mandatory in Norway.
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Annex E (informative)
Guidelines for specifying contractual aspects

E.1 General recommendations

It is recommended that the contract concerning cleaning services includes informatj

— The period of contract
— Alist of the documents included in the contract
— Duty of cooperation and loyalty

— The representatives of the parties

- Meetings

— Mutual obligations

— Each party’s obligations

— The contractor’'s performance

— Requirements to performance

— Control

— Use of sub-contractors

- Payment

— Index regulation

— Rights in case of overdue payment

— Transfer of contractual obligations?

— Sanctions in case of significant default

— Breach of contract

— Termination of the contract

— Use of documents
— Confidentiality

— Insurance

— Liability for damage
— Disputes

— Force majeure

The European standard EN guid;

Facility Management work.

nce on the preparation of agreements for

E.2 Norwegian amend

It is recommended 0 egian Standard NS 8431:2005.
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