L 514 14" Street
| Lake Park, FI 33403-2354
s (561) 844-8778 + Fax (561) 844-8986

g your needs, exceeding your expectations

NAME: | IMAGE JANITORIAL SERVICES, INC
CONTACT PERSON: TIMOTHY B. WILSON
ADDRESS: | 814 14™ ST |
LAKE PARK, FL 33403
PHONE NUMBER: = 561-844-8778
' FAXNUMBER 561-844-8986
WEBSITE: WWW.IMAGECOMPANIES.COM
EMAIL: " TWILSON@IMAGECOMPANIES.COM
SUBJECT: City of Fort Lauderdale
| Procurement Services Division
City Hall Room # 619

100 North Andrews Avenue

Fort Lauderale, FI 33301

RFP # 555-11543

“Janitorial Services, Parks *

Bid Open Date: December 30th,
Time: 2:00 P.M. =

EXHIBIT 3
15-0136
Page 1 of 82




4 314 14™ Street
| ake Park, FI 33403-2354
5 (561) 844-8778 » Fax (561) 844-8986

anitorial Services meeting your needs, exceeding your expectations
M

TABLE OF CONTENTS
City of Fort Lauderdale
RFP # 555-11543

TAB 1 Bid/Proposal Signature page

TAB 2 Non-Collusion Statement

TAB 3 Local Business Pfefcrence Certification (if
applicable)

TAB 4 - Cost Proposal Page

TAB 5 Letter of Interest

TABG6 * S Sfate‘ment- of Propdsed Services

TAB7 Business Licenses

TAB 8 Evidence of Insurance

TAB 9 Proposer’s assessment of the City of Fort
Lauderdale

TAB 10 Proposer’s ability to assign ﬁpi)ropriate
resources to the account in a timely manner.

TAB 11 Additional services available in-house Technical

: Specifications/Scope of Work with fee schedule

for services (For informational purposes only)

TAB 12 Referenceg |

TAB 13 Additional attachments (Back safety training
manual, BloodBorne Pathogen training manual,
Safety is everyone’s business training manual —
complete manual available upon request)

TAB 14 Addemdum’s

EXHIBIT3
15-0136
Page 2 of 82

FTIT



814 14" Street
Lake Park, Fl 33403-2354
55 (561) 844-8778 + Fax (561) 844-8986

mee ing your needs, exceeding your expectations

oiS

TAB 1

EXHIBIT 3
15-0136
Page 3 of 82




BIDIPROPOSAL SIGNATURE PAGE

How to submit bids/proposals; Proposals must be submilted by hard copy only. It will be the sole responsibiliy of the
Bidder to ensure that the bid reaches the City of Fort Lauderdals, City Hall, Procurement Services Division, Suite 619, 100
N. Andrews Avenue, Fort Lauderdale, FL 33301, prior to the bid opening date and time Iistad Bids/proposals submitted by
fax or email will NOT be accepted.

The below signed hereby agrees to furnish the following article(s) or services at the prica(s) and terms stated subject to all
instructions, conditions, specificalions addenda, legal advertisement, and condificns contained in the bid. | have read all
attachments including the specifications and fully understand what is required. By submitting this signed proposal | will
accept a contract If approved by the CITY and such acceplance covars all terms, conditions, and specifications of this
bid/proposal.

Please Note; All field flow th be:?Spleted tlf the (eld does not apply to you, please note N/A in that field.
Submitted by: bec 22-20 /4.

sugnature) (date)

v

Name (printed) /mo 7%(./ i@ Ly /\‘.e:w Titfe; (/)rvs/c/}m%
Company: (Legal Registration) <L -‘f(;fﬁ Jwoi ﬁﬂ/ﬂ/ Servic &g \Z? €.

CONTRACTOR, IF FOREIGN CORPORATION, MAY BE REQUIRED TO_OBTAIN A CERTIFfCATE OF AUTHORITY
FROM THE DEPARTMENT OF STATE, IN ACCORDANCE WITH FLORIDA STATUTE §607.4501 {visi

hitp:hwww.dos state,fl.usi ).

Address: 9/‘/ /t/%ﬂ S

oy_Lealte Rk stale:_fFL___zp_ 33Y93

Telephone No, 5‘[9/'3"/’/”? ne FAX No. { &/- 8489 Emeail: "7LYU)/5€.W) @Hﬁfiﬁcvwfﬂfﬁ/fa it

Delivery: Calendar days after receipt of Purchase Order (secllion 1.02 of General Conditions):

Payment Terms {section 1.04). o~ ‘OC\ " Total Bid Discount (section 1.05): Y ”5 :
Does your firm qualify for MBE or WBE status {section 1.09): MBE WBE Y / A

ADDENDUM ACKNOW! EDGEMENT - Proposer acknowledges that the following addenda have been recelved and are
included In the proposal.

Addendum No. .L Date Issued \)gc 10-201.
P-CARDS: Wil your firm accept the Clly's Credit Card (VISA / MasterCard) as payment for goods/services?

VISA YES NQ g MasterCard YES NO Z

VARIANCES: State any variations to epecifications, terms and conditions in the space provided below or reference in the
space provided below all variances contained on other pages of bid, attachments or bid pages. No variations or exceplions
by the Proposer will be desmed lo be part of the bid submilted uniess such variation or exception Is listed and contained
within the bld documents and referenced in the space provided below. If no statement is contained in the below space, it is
hereby Implied that your bidfproposal complies with the fuli scope of fhis solicitation. HAVE YOU STATED ANY
VARIANCES OR EXCEPTIONS BE BIDDER _MUST_CLIC E EXCEPTION LINK IF ANY V. TION
EXCEPTION IS TAKEN TO THE SPECIFICATIONS, TERMS AND CONDITIONS. i this section does not apply to your bid,
simply mark N/A in the seclion below.

Varlances:

revised 08/11/14
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NON-COLLUSION STATEMENT.:

By signing this offer, the vendor/contractor certifies that this offer is made independently and free
from collusion. Vendor shall disclose below any City of Fort Lauderdale, FL officer or employee,
-or any relative of any such officer or employee who is an officer or director of, or has a material
interest In, the vendor's business, who is in a position to influence this procurement.

Any City of Fort Lauderdale, FL officer or employee who has any input into the writing of
specifications or requirements, solicitation of offers, decision to award, evaluation of offers, or

any other activity pertinent to this procurement is presumed for purposes hereof, to be in a

position to influence this procurement.

For purposes hereof, a person has a material interest if they directly or indirectly own more than
6 percent of the total assets or capital stock of any business entity, or if they otherwise stand to
personally gain if the contract is awarded to this vendor.

In accordance with City of Fort Lauderdale, FL Policy and Standards Manual, 6.10.8.3,

3.3. City employees may not contract with the City through any corporation or business
entity in which they or their immediate family members hold a controlling financial inferest
(e.g. ownership of five (6) percent or more).

3.4. Immediate family members (spouse, parents and children) are also prohibited from contracting
with the City subject to the same general rules.

Failure of a vendor to disclose any relationship described herein shall be reason
for debarment in accordance with the provisions of the City Procurement Code,

NAME RELATIONSHIPS

M /A SN
/ /

b /A | Yp
/ ' 4

In the event the vendor does not indicate any names, the City shall interpret this to mean
that the vendor has indicated that no such relationships exist.
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LOCAL BUSINESS PREFERENCE CERTIFICATION STATEMENT

The Businesa ldentifled below certifies that it quallfies for the local BUSINESS preference clagsification as indicated hereln,
and further cerlifies and agrees that it will re-affirm It's local preference classification annually no later than thirty (30)
calendar days prior fo the anniversary of the date of a contract awarded pursuant o this ITB. Violailon of the foregoing
provision may resuit in coniract termination.

is a Class A Business as defined in Cily of Fort Lauderdele Ordinance No. C-12-
04, Sec.2-169.2, A copy of the City of Fort Lauderdale current year Business
‘ Tax Receipt and a complate list of full-time employees and evidence of thelr
(1) _ addresses shall be provided within 10’ calendar days of & formal request by the
City. ‘

Business Name

Is a Class B Business as dafined In the City of Fort Lauderdale Ordinance No.

C-12-04, 52¢.2-199.2. A copy of the Buslness Tax Recsipt or a compleie list of
(2 : full-time employees and evidence of their addresses shall be provided within 10
calendar days of a format request by the. Gity. -~

Business Name
is a Class C Business as dsfined in the City of Fort Lauderdaie Ordinance No.
C-12-04, Sec.2-199.2. ‘A copy of the Broward County Business Tax Receipt
(3)1 "‘“‘-‘P \)ﬁea;fm/ &Mé‘éf %shall be provided within 10 calendar days of a formal request by the City.
Businkss Name : : s

requests a Conditional Class A classificalion as deflned in the City of Fort
4 Lauderdale Ordinance No. C-12-04, Sec.2-199.2. Written cerlification of intent
shall be provided within 10 calendar days ofa__forma!_rgqyggs; by the City.

Business Name

requests a Conditional -Class B classificatior as deﬁne‘_d in the City of Fort
{5) Lauderdale Ordinance No. C-12-04, Sec.2-199.2. Written cerlification of intent
shall be provided wilhin 10 calendar days of a formal request by the City. '

Business Name

is considered a Class D Business as defined in tha City of Forl Lauderdale
Ordinance No. C-12-04, Sec 2-199 2. and does not quallfyfor Local Preference
(8) conslderatfion.
Business Name

BIDDER'S GOMPANY: W-’-"ﬂé \/Zée«/ r . %C -
AUTHORIZED COMPANY PERSON: yecoy 5&/(@{\».4 ’ b (/-/L—\ 19-22 JZ(/

/NAME i SIGI\’ATURE " DATE
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BROWARD COUNTY LOCAL BUSINESS TAX RECEIPT

115 8, Andrews Ave., Rm, A-100, F1. Lauderdale, FL 33301-1895 — 954-831-4000
VALID OCTOBER 1,2014 THROUGH SEPTEMRBER 30,2015

»325-2660
Recelpt #: 32 200 8 reoraL

DBA:
Business Name: [MAGE JANITORIAL SERVICES INC Business Type: {JANITORIAL)

Owner Name: TIMOTHY B WILSON
Business Locatlon: 814 14TH ST
: PALM BEACH COUNTY

Buslness Phaone; 561-844-8778

Business Opened:12/08/2014
State/County/Cert/Req:
Exemption Gode:

_Machines

Rooms Seals Employees Professlonals
250
For Vending Bushiess Only
‘Number of Machinss: Vending Type:
Tax Amount Transfer Fee NSF Feas Penaity Prior Years Collection Cost Tofal Paid
150.00 0.00 0.00 0.00 08.00 0.00 150,00

THIS RECEIPT MUST BE POSTED CONSPICUOUSLY IN YOUR PLACE OF BUSINESS

THIS BECOMES A TAX RECEIPT This tax Is levied for the privilege of doing business within Broward County and is

non-regutatory in nature. You must meat all County and/or Municipality pianning
and zaning requirements. This Business Tax Receipt must be Iransfarred when
the business Is sold, business name has changed or you have moved the
business location. This recaipt does not indicate that the business is legal or that
it Is in compliance with State or local laws and regulations,

WHEN VALIDATED

Mailing Address:

IMAGE JANITORIAL SERVICES INC
B14 147TH 8T
33403

LAKE PARK, FL

Receipt #01A-14-00002177
Paid 12/08/2014 150,00

2014 - 2015
.~BROWARD-COUNTY-LOCAL-~BUSINESS-TAX:
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PART Vi

PROPOSAL RESPONSE PAGES
COST INFORMATION
Proposer agrees fo supply the services at the prices proposed below in accordance with the terms, condilions and
specifications contained in this Request for Proposal (RFP).
Page 1of 4
LOCATIONS DESCRIPTION OPERATING | SERVIGES | PRICE PER TOTAL ANNUAL
HOURS PERYEAR | SERVICE (svc) | COST PER
LOCATION

Bayview Park One Men and Women
4401 Bayview Dr. restroom. -
Located at northside of park, | 1 Service per Day - TAMto8PM | 365SVC | g | & fsvc | § 4380

Must be cleaned by 12-

noon dally.
Floranada Park One Men and Women
Located at 5100 NE 14 Way, restroom. - N
on north side of the schoolby | 1 Service per Day ~ 7TAMto 8PM | 3B6SVC | g 10 kv s A (QSO
baseball fields third base. Must be cleaned by 12-

noon daily.
George English Park One Men and Women
Located at 1101 Bayview Dr, restroom. - -

_ 1 Service per Day - TaMtosPM 1 385VC g [0 o0 | g 3650

Must be cleaned by 12-

noon dally.
George English Park One unisex restroom -
Administrative Office with shower. .
Located at 1101 Bayview Dr. 1 Service per Week- TAM fo 4PM 52 3VC % I Q\. fsve | 8 b 2 4

Must be cleaned once

par waek, by 12-nogn.
Holiday Park multi-fields One Men and Women
Located at 800 North Federal | restroom. -
Highway. 2 Services per Day - 7AMto8PM | 730 SVC $ [g\ - KOIsuc $ q 5 a O
Located very close to Park Must be cleaned 2
Rangers office. times a day. One

cleaning by 9-am and

the other must be 4

hours after first

cleaning.
Holiday Park Baseball fields, One Men and Women
Located at most northernend | restroom. -
of park, by NE 12 Way. . 1 Service per Day - 7AMlo8PM | 385SVC | g | gg fve | 8 A 380

Must be cleaned hy 12-

noon daily.
Holiday Park Jimimy Evert One Men and Women
Tennis Center, : .| restroom with showers, ‘ o
Located at 800 North Federal - | 1 Service per Day — TAMOAPM | 385SVC  [g [} eue | g .05
Highway. Must be cleaned by 12-

noon daily.
Floyd Hull Stadium — inside the | One Men and One
Park at the comar of SW 8" Woman restreoms (in c 8 )r Q O -
Avenue & SW 28 Street the new concessions}) 7AMto 6PM 365 SVC $ QQ fsve | & -

1 Service per Day —

Must be cleaned before

12-noon dally.

P
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TOTAL ANNUAL

Must be cleaned by 12-

noon daily.

LOCATIONS DESCRIPTION OPERATING | SERVICES | PRICE PER COST PER
HOURS PERYEAR | SERVICE {svc) | LOGATION
9. Floyd Hull Stadium One Men and Women
Across from Morton Center — restroom {Madera-Tyrell -
Outfleld area Building) TAMIo6PM 1 365SVC | g 1O jevc |$ DS O
1 Service per Day —
Must be cleaned by 12-
noon daily.
10. | Dotlle Mancini Park. One unisex restroom, .
Located at 8400 NE 22 Ave., 1 Service per Day ~ ‘ <
Must be cleaned by 12- | 7AM1o8PM | 3658VC | ¢ 10 fove | § 3. 650
noon dally.
LOCATIONS- DESCRIPTION OPERATING | SERVICES | PRICE PER TOTAL ANNUAL
HOURS PERYEAR | SERVICE (svc) | COST PER
, _ LOCATION
11. | Sunset Park. QOne Men and Women
Located at 3775 SW 16 &t,, restroom, -
beside the school 1 Service per Day — TAMo8PM | 366SVC | ¢ IO jove |$.3.6S0O
Must be cleaned by 12-
noon daily.
12 Parks Yard Restroom. Unisex bathroom and
- | Located at 220 SW 14 Ave., hallway with showaer, . -
by the Foremen and Also, cleaning of the TAM to 3PM | 62 SVC $ 20 revc |8 l. 040
Supervisors offices. fadies restraom (3 sinks
and 3 toilets and one
utility sink) at the front
of the building.
2 Services par Wesk
{(Mahday and
Thureday), by 12-noon,
13. | Las Olas Esplanade at One Men and Women
Riverwalk. Located directly restroom, -
across from the IMAX 1 Service per Day - 7TAMIo8PM | 3658VC | g ‘ 9\ jsve | & 4 . %8 O
complex, Must be cleaned by 12- '
' noon daily.
14. | Riverland Park One Men and Women .
Located at 4000 Riverland Rd., | restroom. ' g &TE
on the north side of the park. | 1 Service per Day - 7AMto 8PM | 365 SVC $ (O jave $ 3,650
Must be cleaned by 12-
nogn daily,
15. | Mills Pond Baseball One Men and Women
Restrooms restroom. : -
2201 NW 9 Ave. (by 1 Service per Day — 7AM to 6PM 365 8VC $ l gl favc | § A 3) g O
concession stand) Must be cleaned by 12-
Gated park enfrance. noon daily,
16. | Mills Pond at the Multi-fields. One Men and Women
Location is al southern end of | restroom. o~
park. : 1 Service per Day — TAMto 6PM | 365 SVC $ \ 9\ isve | 3 4 3) % 9]
Gated park entrance. Must be cleaned by 12-
naon daily.
17. | Palm Aire Park One Men and Women -
Located at 3354 NW 63 St. restroom,
_ 1 Service per Day - aAMtodPM | 365SVC | ¢ o, v | 4 330

AW
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LOCATIONS

DESCRIPTION

OPERATING
HOURS

SERVICES
PER YEAR

PRICE PER
SERVICE {svc)

TOTAL ANNUAL
COST PER
LOCATION

18.

South Beach Restrooms
Located at the beach at A1A
and Harbor Drive, across from
Bahia Mar Hotel and Marina

One Men and Women
restroom,

Monday through Friday:
Must bs cleaned three
(3) times a day at 7 am,
12 noon, and 4 pm.
Weekends: must be
cleaned six (6) times a
day at 6 am, 9 am, 12
noon, 3 pm, 5 pm, 7
pm.

6AM fo 8PM

1404 SVC

$ |Q2 fsvc

$ 22« ﬂé:«é{ )

18,

Fort Lauderdate Stadium
Located at 1301 NW 56 Streat

Mer and Women
Resfroom used for
Soccer behind the left
field bleachers, Main
Men and Womens
Bathrooms located
behind the food courl
area and Men and
Women restrooms
located behind the
outfield bleachers,

3 cleanings per week -
MWF .

8AM fo 9PM

188 SVC

$ ‘Q) Isve

. 3.024

20,

Coolay's Landing Parking Lat
Restrooms - 420 SW 7 Ave

One Men and Women
restroom. .
1 Service per Day -

BAM to 7PM

366 SVC

$ QC) fsve

21,

Hardy Park
Located at 25 SW 9 Strest

One Men and Women
restroom,
1 Service per Day —

8AM lo 9PM

385 SVC

fsve

to

$3.050°

22,

Morton Aclivity Center
Located at 2890 SW 8 Ave

One Men and One
Women Restroom — 1
Service per Day

8AM fo 5PM

365 SVC

3 [ (@] fsve

$3.650

23,

15® Street Boal Basin/Cox
Landing
Located at; 1784 SE 15 Strast

Need a daily cleaning of
all the picnic tables
under the pavilion by
the restroom room.
They will also need o
wash the floor washed
down daily and emply
the 2 garbage can on
eastside of the pavilion
.This structure is
25'x16".

The bathroom structure
is 20'x 15 and the mens
and ladies bathroom
both have one feilet and
ane sink in each room.
The soap, lollet paper
and paper towel
dispensers need fo be

8AM to 5PM

K

365 5vVC

$ \ 8 fsvc

s 0-5T0

/(_,\JJ
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filled daity and the baby
changing tables nesd fo
be cleaned daily, The - _ =
garbage cans in each :
bathroom alsoc need fo -
be emptied daily. Clean : _ —
2 drinking fountains. _ ' i

The walls and floor and
light fixtures need to fall
under the same
cleaning schedule as
the other bathrooms.

The fish ¢leaning fable : -
also needs fo be -
cleaned daily with the
tight chemicals and no
abrasive matetial
should be used on it.
Please report any
damage or functioning
igsues. The floor also
needs io be cleaned
daily and lighting and
walls shouid be cleaned
on the same schedule
as stated in contract, -
The garbage can will
nead {o be cleaned
daily as well.

This whole facility
‘needs o be cleaned
daily bafore 12 noon.

{All cleaning schedules as outlined in Contract are subject {o change by City)
- 0©
TOTAL ANNUAL COST § ‘ l b . 6‘4 2

I
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814 14™ Street

Lake Park, Fl 33403-2354

s (561) 844-8778 « Fax (561) 844-8986
Janitorlal Services meeting your needs, exceeding your expectations
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814 14" Sireet
Lake Park, Fl 33403-2354
; (561) 844-8778 « Fax (561) 844-8986

Janitorial Services meeting your needs, exceeding your expectations
IR

LETTER OF INTEREST

It is our goal to provide exceptional services to all our elients. We call this goal “The Goal Standard”
Image Companies strives to provide customers and employees a unique opportunity; a forward looking
company with an emphasis on an old fashion idea: Service,

We strongly believe in mutual respect, high expectations, enthusiasm for life and strong family values.
We believe these virtues bring out the best in everyone. Through a strong relationship built on communication
~ and a commitment to these ideals,

Image Janitorial, its customers and employees will reap the benefits of the Gold Standard.

We began as a small family owned operated business in 1987 and have grown to be the multifaceted full

service company we are today. Over the years we have established and refined our business model, we
constantly refine and improve our systems and service by patient observation, rapid response to customer needs
and by remaining open to customer and employee recommendations. -

Our goal of complete customer satisfaction has led us to increase our services to meet the ever
expanding needs of our customers. ;

Image Companies responded with certification through:

BOMA — Building Owners and Managers Association
BSCAI - Building Service Contractors Association International
JICRC - Institute of Inspection Cleaning & Restoration Certification

There certifications gave us the knowledge and the tools to respend to our customers requests with the
level of service they have come to expect from our company.

Why Image Janitorial Services?

Fervently Customer Driven -

Your Property Management partner

Ready to serve you instantaneously

Utterly devoted to quality

Leaders in promoting indoor air quality and fighting sick building syndrome
Locally owned and managed

A strongly people-otiented company

If we are chosen as your service provider, Image Companies guaraniees your facilities spaces will be
brought to the highest level possible, this will include implementing a thorough initial cleaning and floor -
services.

Thank you for your time and consideration. Image Companies looks forward to the opportunity of
becoming your facility maintenance partner in the future.
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814 14" Street
Lake Park, FI 33403-2354
(561) 844-8778 + Fax (561) 844-8986

Janitorial Services meeting your needs, exceeding your expectations
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Proposed Work Plan and Project-
Management Strategy

Management of The City of Fort Lauderdale begins with the Right hire. Image
Companies has an intensive hiring process that begins at the Application process. The
application is entered into the Inage Applicant Insight Program, This sofiware program
unique and proprietary to Image Companies allows us to review each applicant for 15
different factors that we have deterinined are crucial fo a good hire, a long time employee
and ultimately a satisfied client. The Image Applicant Insight program will allow us to
examine and review each applicants experience in the janitorial field, language and
writing abilities, work load and time availability, location and traveling ability as well as
many other factors. This information which is reviewed for cach potential applicant and
job opening is invaluable in assisting in making the right hire. Once hired all Image
employees have a background check both locally and statewide. And all Image
Employees are processed through the Federal Department of Homeland Security. Once
each employee has passed our background check and it is verified that the employee is
legally authorized to work in the United States through the Department of Homeland
Security, a well informed hire is made.

Once the employeg is hired and before any Image employee is placed on any jobsite;

Each Image employee must attend Image Academy. Image Academy is classroom
training where all employees arc trained in the Image way of providing daily services to
all Image clients. All Image employees must attend these classes at the beginning of their
employment and throughout their tenure with Image Re gulaﬂy scheduled classes are
mandatory for all Image employees B .

Topics of Discussion are;

a) Basic Janiforial Services

b) Restroom Care

¢) Office Cleaning

d) Green Cleaning :

¢) Chemical Handling and Usage * " S
f) Floor and Carpet Services B

g} Communications

h) Safety, Ladder Safety, Chemlcal Safety and Blood Born Pathogen Protocol

Prior to being asslgned a permanent jobsite each Image employee must take and pass a 90
question final exam. This exarnination allows us 6 review each employees fetention of
the material and to determine what may need to be reviewed and also what specific job
functions or role each employee may be best suited for,

Each employee has been screened and proper frained they are then placed on the jobsite
where Image Team Management Software assists all Image employees from
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Administration to the front line janitorial staff member to provide the best possible
services for each and every Image Client.

1-Time & Attendance is a valuable tool which will allow Image to provide regular and
real-time reports to the The City of Fort Lauderdale as required by the RFP.

In recent years, businesses have been faced with stiff regulations in regard to accurate
timekeeping records to document hours worked. Our automated time and attendance
solution is vital to fully document Image Companies compliance with the requirements of
the The City of Fort Lauderdale as well as Department of Labor standards

Image Time & Attendance is a \fersatile, robust, time and aftendance suite that meets the
diverse needs of our Clients. It can completely automate timekeeping processes, saving
valuable time and providing necessary information easily.

‘Telephone Timekeeping

How it Works
{li

When the Image employee arrwes (at; the Job 31te, he/ he sés de51gnated fouch tone
telephone to call into the Image Time and Attendance number. The system greets the
employee, asks for a unique employee nuiber and presents the employce with several
options for clocking in or out. The employee is then asked for the job number which he or
she is working at. The employee selects the appropriate option and hangs up the

phone. The entire process is qumk and casy for the ernployee IR

PRNEE T

Feamres&Beoeﬁts Gb et T e

Location verlﬁcatlon w1th Caller ID — We know where our employees are ciockmg in and
out from. :

RIS SR RUTY L SRS IR LAl st

e .

+ In the job set up, Image is able to enter a valid list of phone numbers from which
the cm loyee can check in and ouf,.

o Whenan employee placés 4 cAll'to Irgage Time and Attendance system to start or
end a shift or check in or out for lunch, the system uses Caller ID to compare the
number in the job file {0 the number on the incoming call.

o If the two numbers do not match, Image Time and Attendance flags'this record
and alerts the designated supervisor immediately according to preset. preferences
we have built per the The City of Fort Lauderdale preferences per the RFP or
discussions thh The Clty of F ort Lauderdale wl:uch 1t detemhnes thE most
advantageous B v e O T

Alert Notifications — We find out about problems at the jOb 1" and quickly.

« Image Time and Attendance’s sophisticated notification systém will 7alert
appoinied employees in our organization fo attendance dlsc1epancles such as,
tardiness, absences and caller ID mismatches.. ..

+ Al supemsors‘ and Acct Managers havé the' 0ptlon to b riotified via e-mail page
or with a message in our individual voice mail box.

« Notification tolerances are configured based on The City of Fort Laude;dale
Schedule. For example, Image could wait 10 minutes after the shift start time

Lo EXHIBIT 3
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before notifying a supervisor of an absence or it could wait 5 minutes — the
options are virtually limitless.

« Seltings can vary by job, location, schedule, day, employee and or cli 1ent
preference as well for ultimate flexibility.

lntcgrated voice messaging ~ provides a friendly communication tool for employees and
supervisots,

«. All employees with access to Image Time and Attendance have their own voice
mail box,

+ Employees can leave messages for superwsors and vice versa. Bilingual ab111ty -
Standard English and Spanish prompts ;Voice Verification — Prevent employees
from clocking in and out for each other in between travel time between jobs

Work Schedulmg

After wmnmg new busmess, how do we ensure that the schedule you comn:utted to in the
contract is executed? How do you track one time tasks and project work? The Work
Scheduling program provides a solution for all of these challenges.

» After being awarded new business, information about thc new customer flows -
directly from our Bid Module into the Work Scheduling program for minimal data
entry, This information would be updated and verified at the Kick off Meeting if
not sooner.

s Tracks peuodlc and project work for each Job to ensure that no task ever gets
missed. As tasks and contract responsibilitics become due a work ticket and report
is generated for each task duc. Each work ticket and report is d1str1buted to the
Image employee and supervisor responsible for the completion of the work.

o The Win Team software includes over 500 industry standard tasks with built-in
work descriptions. However specific work descriptions can be added or amended
to ensure that specific The City of Fort Lauderdale concerns/requests are executed
correctly,

» Work descriptions can be modified and customized, These work descrlptlons will
also print directly on work tickets for Client and employees to review.

» Events can be eniered as one time or recurring tasks, Many recurring frequencies
are available, including daily, weekly, bi-weekly monthly, quarterly, semi-
annually and certam days of the week Win Team can aiso specify a custom

. frequency.

« Billable and non-billable itenas are fracked.

o After the task is scheduled, Win Tcam will remember based on the frequency
speclﬁed Work tickets will be generated for employees to complete. If the task
is b:llabic after the work ticket is marked as “Complete,” the’ blllmg details are
avallable m the At:counts Recewébie mvoncmg module for nnmedtate billing.

This program also contains an interactive calendar for all scheduled work. The calendar
has multiple views, including a daily, weekly and monthly view. In additioh, multiple
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filters exist so that you may focus on a particular customer, service location, crew or type
of task, to allow for accurate forecasting and planning to manage specific duties easily,

From Account Manager down to the Supervisor level users car:

View employee contact information

Review & approve timekeeping information for payroll
View & print management reports

View scheduled work at job sites

Request additional work on behalf of customers
Approve requested work from customers

Complete Work Orders

In addition to scheduling and tracking all tasks, the Win Team has the ability to budget
and {rack all revenue.and :expense associated with'a particular task or project to analyze
the task or project. This is a very powerful tool to help you refine the way extra work or
special projects are priced, the way pricing for specific duties is determined and most
importantly allow Image to be efficient, proactive and help the District save money. In
addition it is extremely effective in tracking and complying with the LEED reporting
requirements,

Compliance Tracker - ~

o Training requirements will also be tracked in the Compliance Tracker of Image
Operation Management Software
» Alerts employees and managers of due dates via e-mail

Equipment Tracker

Inventory Management

lnvcntmy supplies are a large cost in doing business. If Image is not effectlveiy

monitoring supplies and their associated costs, it is possible that the costs associated with
keeping the The City of Fort Lauderdale would be inflated. Reportmg requirements such
as chexmcal and equipineént purchases ar¢ easily tracked; rettieved and reported with ease.

With the Image Operations Management Software Inventory module allows Image to
enter all of the different products used in maintaining your propery.

Each item has its own master file record

Track warehouse information, quantities on hand and re-order Ievels

You can also store quoted prices from your vendors for each item to have on file
When an item is sold or used at a job site or drop shipped, each step of the
transaction is tracked closely

® & & »
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« Details such as who requested the item, who approved the request, the date, the
pricing details if needed, the associated service location and the status of the
request are fracked.

All material costs are tracked closely at the job level, which gives both Image and the
_The City of Fort Lauderdale great insight into the material cost at each job but most
important it will ensure that both Image and The City of Fort Lauderdale are in compliaat,

In addition to these very important Client Management tools, the Image Operation
Management Software allows Image to manage the employee which is the largest cost to
provide high quality services to Image clients. These days, companies are tasked with
tracking many layers of employee data. Tax reporiing, Department of Laber compliance,
benefif tracking and compliance with state regulations are just some of the many
challenges companies must address in relation to employee data. With the Win Team
software Human Resource and Payroll programs are designed to be flexibility along with
all of the tools required to meet reportmg and comphance obligations as defined with the

Complete HR “master file” for each employee

+ Stores all contact information, pay rate history, status history; tax information, etc.
. Employees can review and 1equest changes to contact mfonnatmn online via
email, - : . - .o i

Payroll module

¢ Other Compensations & Deductions
» Garnishments
» Integrates with Accounts Payab]e module for agency payments such as child
support payments:
o Local, state and federal tax comphance
o Payroll tax reporting & payment service
+ Paycheck printing service

Benefit Management program

Conﬁgare berefits ‘

Track and manage accrued benefits

Offer different benefit packages to different groups of employees
Supports hourly benefits, such as vacation, and insurance benefits

Absence Tracker, Time off Planner will allow Image to meet and exceed The City of Fort
Lauderdale stafﬁng requirements as pér the RFP,

ACCOUNTS RECEIVABLE AND CLIENT FISCAL MANAGEMENT:
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IOM’s unique value proposition is that not only in the areas of operations and labor
management, but we also provide a fully integrated accounting and financial management

program.

Accounts Receivable
o Customer Master file
¢ Recurring Invoices
« Integration with Inventory module for quick & easy blllmg of resale
o Integration with Work Scheduling module for immediate billing of completed

work tickets
Taxability down to the item level
Electronic delivery of invoices

o Viae-mail

Job Costing.

« Budget labor, materials, other direct costs to the job (work locatlon) level
o Budget labor by position, number of hours worked each day of the week
o 10M intelligently calculates labor budgets based on working days in the
month
» Tier parameters allow for reporting by region, division, manager, market segment
or any other categoxy either Image or the The City of Fort Lauderdale may specify
+ Interactive On Screen Job Costing Progtam
o  Shows profitability and costing for the time frame specified
o Can drill down to the source transaction to uncover details
o Qreat information to share with management staff, site supervisors and the
The City of Fort Lauderdale to make them aware of the performance of
- the jobsite
o Job Cost can be run or filtered many different ways
« Suppotts an unlimited number of job sites for each customer

Customer Self Service with eHub

“In today’s extremely competitive marketplace, The City of Fort Lauderdale will benefit
from Image Win Team Customer Self Service. For The City of Fort Lauderdale will
have a convenient way to receive and view invoices, view activity at their job sites and
request additional work.

The The City of Fort Lauderdale can log into elTub to:

+ View and print current and past invoices : :
~o  The City of Fort Lauderdale can ‘receive {nvoices electwmcally via e-mail

with a'link to eHub
» View and print supporting documentation f01 invoices
¢ View scheduled work
o Request work
e View and print work tickets
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The Win Team uses workflow to ensure that requests from custorners are not
ignored. Our highly customizable workflow program allows you to specify each step in
the approval process.

» Tolerances may be set to escalate requests if they are not addressed in a timely
manner

o Requests are routed intelligently based on the who is requesting the work

« When the request is approved, it may be imported antomatically into the Win
Team Work Scheduling program to create a work ticket

+ The City of Fort Lauderdale can view a history of all requests along with a status
of each request

Staffing and Cleaning Responsibilities

The daily cleaning and staffing of the The City of Fort Lauderdale will be performed by
permanent assigned staff to a designated area. ‘Image Companies Supervisor and
Manager will verify that every employee has proper knowledge of the assigned area to be
cleaned and under no circumstance employees are authorized to clean other area without
prior authorization from Supervisor and Manager. In the event of staff being absent, the
On Call staff will be placed in position to cover those specific areas until thé assigned
permanent employee retums to hlsfher dally duties. ' '

Additional Quality Control Inspector* Each Image Account is randomly selected for
inspection. The The City of Fort Lauderdale will have a minimum of 2 days per week of
uhannounced Quality Control Inspection. All inspections are submitted directly to the
Image office for review and processing. All necessary corrections and score reviews are
shared within 24 hours of inspection with the Area Manager and Superwsor to be shared
with Image staﬁ' for feedback, correction and training.

This schedule allows each Image staff to clean a designated area of approximately 15,000
square feet during the 4 Hour shift or approximately 3750 per hour. This aflows for set
up and breakdown of supplies and equipment, incidentals and ultimately a schedule that
will allow for proper cleaning per the specifications, In addition it allows the supervisor
to be just a supervisor, ultimately leading to a better finished product dally, .

In addition Image will staff and train 5 additional ‘staff members for staff coverage due to
illness; emergency and or requested days off. With the additional staff Image will be able
to meet the not only the staffing requirements but also have staff available for specialty
work and or Supervisory requests for additional staff to maintain the The Clty of Fort
Lauderdale as necessary.

All staff will be directed by the Assigned Area Manager in conjunctlon w1th the Assigned
Supervisor. With the daily work tickets, reports and recurring service schedule which is
dictated by the RFP and built in the Image Operation Management Software both the
Area Manager and Supervisor will be able to direct staff to duties and responsibilities per
the desired frequency ( Daily, Weekly, Monthly, Quarterly, Semi Annually and
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Annually). This at minimum per the RFP but with trained supervision each Area
Manager and Supervisor will have the ability to request additional special services thru
the Win Team system ensure The City of Fort Lauderdale Satisfaction. These regularly -
scheduled services and any additionally requested services are all available for review by
both Image and The City of Fort Lauderdale staff.

Quality Control and Correction

The The City of Fort Lauderdale staff will be scored for quality daily by the Supervisor
and Lead assigned to oversee the daily cleaning. This will ensure quality and consistency.
However Image believes that additional oversight is necessary for the success of Image at
the The City of Fort Lauderdale. Image will supply the The City of Fort Lauderdale with
unannounced Quality Control Inspections. All inspections are submitted directly to the
Image office for review and processing. All necessary corrections and score reviews are
shared within 24 hours of inspection with the Area Manager and Superwsor to be shared
with Image staff for feedback, correction and training. *(Note-Quality Control Inspector
is not part of the minimum requirements for The City of Fort Lauderdale, This is
customary on all Image jobsites and believe this additional step allows Image to provide
better services for our clients. Image client retention is 7x the industry average. Indusity
average is 18 months for Client retention. Image client retention is 7 years)*

Day Time Porters: .

Day Time Porters assigned for The City of Fort Lauderdale will follow all the Cleaning
Specifications given by The City of Fort Lauderdale by area and by times. -

Day Time Porters placed in the jobsite will go thru our training class. Routine service
during the daytime has different approach that the setvices at night time, Day Time
Porters will be bilingual and we enforce the dress code as they are facing PB State
College Management, Staff, students, and visitors.
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Management:
Location and Service Area

Image Companies is located in Lake Park, Florida. Client / Prospective Clients Tours of
the Image Office are available. Meet the staff and see Operation Center, Inventory
Warehouse, Image Academy Training and much more, ITmage has a 1 hour response time
to all locations within our service area. Our entire staff will be hired locally including all
janitorial, specialties, Management, Administrative Support Staff.

Most importantly Image Companies services rest above all else on the staff assigned.

The following staff would be directly assigned to The City of Fort Lauderdale

Tim Wilson- 25 Years Industry Experience, 25 w1th Image Compames

Member of BOMA, USGBC, BSCALI

Certified IICRC (Institute of Inspection, Cleaning and Restoration) - Commercial
Janitorial Services, Water and Fire Damage Restoration, Carpet Care and Spot Cleaning,
Odor Control

10 Years Industry Experience with Green Cleaning

Eduardo Moya- 10 Years of Industry Expenence 5 with Image Compames

Member of BSCAI (Building Service Contractors of America

IICRC (Institute of Inspection, Cleaning and Restoration) - Quality Control Commercial
Janitorial Service

5 Years Industry Experience with Green Cleaning

Bi-lingual (Spanish and English)

Angel Rosado- 35 Years of Industry Experience, 8 with Image Companies

Certified by BSCAI (Building Service Contractors of America and IICRC (Institute of
-Inspection, Cleaning and Restoration)

5 Years Industry Experience with Green Cleaning -
Bi-lingual (Spanish and English) o
Javier Morales — 8 Years of lndustly Expenence, 4 with Image Compames

Certified by Cleaning Institute in Janitorial Services, Quality Control and Green Cleaning
Bi-lingual (Spanish and English)

Finally Image will 100% self perform the Eco Friendly Cleaning of the Th¢ City of Fort
Lauderdale. There will be no subcontractor(s) used to provide any services:
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814 14" Strest
Lake Park, F| 33403-2354
(561) 844-8778 » Fax {561) 844-8986

_n_é your needs, exceeding your expectations

Janitorial SEI'\LIEGS me

Position: JANITOR

Essential Job Funetions

Basic Function
Under moderate supenﬂswn maintain various Image Janitorial Client/Customer buildings in a clean and orderly

condition.
Supervised by: Day Account Representatives and Night Account Managers

Work Environment:

In order to achieve Image.Janitorial Services, Inc. goals in support of its’ mission, potential candidates are
required to continuously practice and demonsirate the following work values:

Safety — Safety is 1% for IJS customers, employees and business partners. Accidents and injuries are
preventable.

Employees - Employees are 1JS most valuable resources and are to be treated with mutual respect and
provided opportunit8ies for professional development.

Fiscal Responsibility - Individually and as a team we are accountabje for safeguarding and wisely spending
Client and 1JS Budget dollars entrusted to us through equipment, supplies and hours budgetcd for successful
completion of cach and all jobs. '
Integrity - We rely on the professional ethics and honesty of every 1J8 employee.

Innovation - Creativity and innovative thinking are valued and new ideas are welcomed.

Customer Satisfaction — All 1S omployees must strive o exceed thc expectations of our
clients/cusiomers,

Teamwork- We actively seek to bend our individual talents in order to be the best _]amtonal service provider
in South Florida Area.

Examples of Duties:

Operates vacuum cleaners to clean carpets and floor services,
Operates addltwnal ‘equipment such as dust mops, ‘brooms, mops and mop buckets to clean hard surface
floors, '
s To operate equipment such as Webster’s and blowers for outdoor use.
¢ A knowledge and understanding of Cleaning Chemicals used on and at IJS arid TJS Client Facilities.
¢ Lifts moves and empties trash and garbage containers; replaces discarded plastic bags with new clean
. bags.
* Removes all recycled paper and cardboard to a deSIgnated recychng dumpster

e Cleans walls, doors, window frames, baseboards, ce:lmg and AC Vents
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¢ Dust all office furnishings including desks, chairs, file cabinets and any other style or type of furniture.
To include low items such as chair bases and high items such as chandelier and hanging lights,

¢ Cleans and sanitizes restrooms to include sinks, toilets, urinals, partition and tiled walls using heavy

duty chemical cleaners,

Lifts moves and replaces emptied water bottles with full water bottles,

Move office furniture and other equipment at designated 1JS Client facility.

Moves equipment and supplies between 1JS Headquarters and IJS Client facility.

Notifies management of need for repairs of 1S Client facility and or 1JS equipment repair.

Properly locking/unlocking 1JS Client facility to include arming and disarming alarm systems.

Responsible for maintaining, supporting and promoting a safe work environment while complying with

all 1JS safety rules, policies and procedures.

Essential Knowledge and Abilities

Knowledge of:
¢ Methods, matérials, equipinent and safety procedures utilized in custodial work
, T | Ay
Ability to:
¢ Learn and carry out the 1JS Custodial procedures
Safely operate vacuuming, mopping and ceiling cleaning eqmpment
Read, write, speak and understand English
Follow Oral and written instructions
Tolerate exposure to cleaning agents and fumes
Perform moderate physical labor
Lift and move objects weighing up to 60 pounds

'F

Minimum Qualifications :

Potential candidates interested in the JANITOR position must meet the following requirements:
e 1 year full time experience performing custodial type work
e Valid Florida Class E drivers license

Disclaimer

This job specification is not to be construed as an exhaustive statement of duties, responsibilities, or
1equ1rements Employees may be required to perform any other Job related instructions as requested by their
supervisor or 1JS Client,

By signing below, | understand the Janitor job functions as outlined in this document.

Signed: | : || |
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814 14" Street
Lake Park, F| 33403-2354
{561) 844-8778 « Fax (661) B44-8988

- & Fo i
Janitorial Services meeting your needs, exceeding your expectations

Position: MULTI JOBSITE SUPERVISIOR

Essential Job Functions

Basic Function :
Provide and maintain various Image Janitorial Client/Customer buildings in a clean and order ly condition by
enforcement of the Image Janitorial Services, Inc. (1JS) and Client specifications thru supervision, delegation,
inspection and the actual physical work when necessaty.

Supervised by: Day Account Representatives and Night Account Managers

Work Environment:

In order to achieve Image Jamtonal Services, Inc. goals in support of its’ mission, potentlal candidates are
required to continuously practlce and demonstrate the following work values:

Safety — Safety is 1" for [JS customers, cmployees and business partners. ‘Accidents and injuries are
preventable.

Employees- Employees are 1JS most valuable resources and are to be treated with mutual respect and
provided opportunit8ies for professional development.

Fiscal Responsibility- Individually and as a team we are accountable for safeguardmg and wisely spending
Client and 1JS Budget dollars entrusted to us through equipment, supplies and hours budgeted for successful
completion of each and all jobs.

Integrity- We rely on the professional ethics and honesty of every IJS employee.

Innovation- Creativity and innovative thinking are valued and new ideas are welcomed.

Customer Satisfaction — All IUS employees must strive to exceed the expectations of our
clients/customers.

Teamwork- We actively seck to bend our individual talents in order to be the bes} jenitorial service provider
in South Florida Area.

Examples of Duties:

Knowledge of vacuum cleaners to clean carpets and floor services.

Knowledge of additional equipment such as dust mops, brooms, mops and mop buckets to clean hard
surface floors.

A knowledge and understanding of Cleaning Chemicals used on and at IJS ancl 1J8S Client Facilities.

e Knowledge and ability to lift, move and empty trash and garbage containérs; replaces discarded p]astw
bags with new clean bags. Removes all recycled paper and cardboard to a designated recycling
dumpster. Cleans walls, doors, window frames, baseboards, ceiling and AC Vents, Dust all office
furnishings including desks, chairs, file cabinets and any other style or type of furniture. To include low
items such as chair bases and high items such as chandelier and hanging lights, Cleans and sanitizes
restrooms to include sinks, toilets, urinals, partition and tiled walls using heavy duty chemical cleaners.

s Direct Staff and or Move office furniture and other equipment at designated IJS Client facility.
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Moves equipment and supphes between 1IS Headquarters and IJS Client facility.
Notifies Day Account Representative and or nghttlme Account Manager of need for repairs of 138
Client facility and or 1JS equipment repair.

¢ Properly locking/unlocking 1JS Client facility to include arming and disarming alarm systems.
Inspection of and enforcement of all work performed by other IIS Janitors, Lead Janitors on assigned
IS Client Facility per client specification requirements.
Attendance, Training and possible Janitor discipline as neccssary daily, weekly, monthly etc.
Filling and Replacing staff as necessary., Recognizing and administering discipline, training and
termination when necessary.

e Responsible for maintaining, supporting and promoting a safe work environment while complying with
all 1J8 safety rules, policies and procedures.

Essential Knowledge and Abilities

Knowledge of:
 Methods, materials, equipment and safety procedures utilized in custodial work
» Methods of Supervision, Training and Motivating Staff. !

Ability to:
» Learn and carry out the 1JS Custodial procedures
Safely operate vacuurmng, mopping and ceiling cleaning equ1pmcnt B
Read, write, speak and understand English ' SR
Follow Oral and written instructions
Tolerate exposure to cleaning agents and fumes
Perform moderate physical labor
Lift and move objects weighing up to 60 pounds
Ability to direct staff and enforce quality standards to be adhered to.
Ability to motivate, reward and discipline IJS staff and Lead Janitors Direction,
Ability to perform simple math of Addition, Subtraction, Multiplication and Division for purposes of
" Inventory Control of supplies and equipment and also for determ1nmg payroll needs of IJS Janitor Staff
on Assigned jobsite,

Minimum Qualifications
Potential candidates interested in the MULTT JOBSITE SUPERVISIOR
position must meet the following requirements:
s 3 year full time experience performing custodial type work
o 1 year full time experience performing SUPERVISOR custodial type work.
¢ Valid Florida Class E drivers license

Disclaimer _

This job specification is not to be construed as an exhaustive statement of duties, responsibilities, or
requirements. Employees may be required to perform any other job- related instructions as requested by their
supervisor or IJ S Client.

A

Signed:
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814 14" Street
Lake Park, FI 33403-2354
(661) 844-8778 » Fax (661) 844-8986

Janitorial Servnces meettng your needs, exceeding your expectatfons
Position: DAYTIME PORTER

Essentfial Job Functions

Basic Function . _
.Under moderate supervision, maintain various linage Janitorial Client/Customer buildings in a clean and orderly

condition,
Supervised by: Day Account Representatives

Work Environment:

In order to achieve Image Janitorial Services, Inc. goals in support of its’ mission, potential candidates are
required to continuously praciice and demonstrate the following work values: :

Safety — Safety is 1% for IIS customers, employees and business pariners, Accidents and injuries are
preveniable. :

Employees- Employees are IIS most valuable resources and are to be treated’ w1th mutual respect and'
provided opportunit8ies for professional development. :

Fiscal Responsibility- Individually and as a team we are accountable for safeguarding and wisely spending
Client and IJS Budget dollars entrusted to us through equipment, supplies and hours budgeted for successful
completion of each and all jobs.

Integrity- We rely on the professional ethics and honesty of every 1JS employee.

Innovation- Creativity and innovative thinking are valued and new ideas are welcomed,

Customer Satisfaction — All IS employees must strive to exceed the expectations of our
clients/customers.
Teamwork- We actively seek to bend our individual talents in order fo be the besf, Jamtoual service provider
in South Florida Area. . .

Examples of Duties: Y

Operates vacuum cleaners to clean carpets and floor services.
Operates additional equipment such as dust mops, brooms, mops and mop buckets to clean hard surface
floors.
To operate equipment such as Webster’s and blowers for outdom use.
A knowledge and understanding of Cleaning Chemicals used on and at 1JS and 1JS Client Facilities.

* Lifis moves and empties trash and garbage containers; replaces discarded plastic bags with new clean
bags.

¢ Removes all recycled paper and cardboard to a designated recycling dumpster;

o Cleans walls, doors, window frames, baseboards, ceiling and AC Vents '

* Dust all office furnishings including desks, chairs, file cabinets and any other style or type of furniture.
To include low items such as chair bases and high items such as chandelier and hanging lights.

N
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* Cleans and sanitizes restrooms to include sinks, toilets, urinals, partition and tiled walls using heavy
duty chemical cleaners,

Lifts moves and replaces emptied water bottles with full water boitles.

Cleaning up accidental spills and or mess in IS Client Facility High Traffic Areas quickly with proper
Warning Signs and Caution in place for safe and efficient clean up.

Move office furniture and other equipment at designated IJS Client facility.

Moves equipment and supplies between 1JS Headquarters and 1JS Client facility.

Notifies management of need for repairs of I8 Client facility and ot IJS equipment repair.

Properly locking/unlocking 1JS Client facility to include arming and disarming alarm systems.
Responsible for maintaining, supporting and promoting a safe work environment while complying with
all IJS safety rules, policies and procedures. '

® & ¢ & o

Essential Knowledge and Abilities

Knowledge of: o o _
' s Methods, materials, equipment and safety procedures utilized in-custodial wotk

Ability to:
¢ Learn and carry out the 1JS Custodial procedures
Safely operate vacuuming, mopping and ceiling cleaning equipment
Read, write, speak and understand English
Follow Oral and written instructions
Tolerate exposure to cleaning agents and fumes
Perform moderate physical labor
Lift and move objects weighing up to 60 pounds

Minimum Qualifications :

Potential candidates interested in the PORTER position must meet the following requirements:
1 year full time experience performing custodial type work

1 year full time experience performing Porter custodial type work

Must Speak English Fluentty

Valid Florida Class E drivers license

*

Disclaimer . 7

This job specification is not to be comstrued as an exhaustive statement of duties, responsibilities, or
requirements. Employees may be required to perform any other job-related instructions as requested by their
supervisor or IJS Client.
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814 14" Street
Lake Park, FI 33403-2354
(561) 844-8778 + Fax (561) 844-8986

Janitorial Services meeting your needs, exceed!ng your expectations

_

TAB 7
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~ State of Florida
Department of State

I certify from the records of this office that IMAGE JANITORIAL SERVICES
INC. is a corporation organized under the laws of the State of Florida, filed on
June 25, 1991,

The document number of this corporation is S63134.

I further certify that said cdrporation has paid all fecs due this office through
December 31, 2014, that its most recent annual report/uniform business report
was filed on April 17, 2014, and its status is active,

I further certify that said corporation has not filed Articles of Dissolution.

Given under my hand and the
Great Seal of the State of Florida
at Tallahassee, the Capital, this
the Seventeenth day of April, 2014

(o D

Secretary of State

Authentication ID: CC5050922068

To authenticate this cerdificate,visit fhe following site,enter this
ID, and then follow the instractions displayed.

hitps:/iefile.sunbiz.org/certauthvar.htmi
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BROWARD COUNTY LOCAL BUSINESS TAX RECEIPT

115 8. Andrews Ave., Rm. A-100, Ft. lauderdale, FL 33301-1895 — 954-831-4000
VALID OCTOBER 1,2014 ' THROUGH SEPTEMBER 30,2015 .
.Umbn Receipt #:325-2660690
Business Name: [MAGE JANITORIAL SERVICES INC Business ._.xuo“mwww%wwmmw TTORIAL

ERHIETS
Page 35 of 82

15-0136

Owiner Name: TIMOTHY B WILZON
Business Location: 814 14TH ST
PALM BERCH COUNTY
Business Phone: 561-844-8778

Business Opened:12/08/2014
State/County/Cert/Req:
Exemption Code:

Rooms oo Seats Employees ) Machines Professionals

230,

For Vending Business Only
Number of Machines: . Vending Type: N
Tax Amount Transfer Fee NSF Fee Penalty Prior Years Collection Cost Total Paid
156.00 0.00 0.00 0.00 -0.00 0.00 150.00

THIS RECEIPT MUST BE POSTED CONSPICUQUSLY IN YOUR PLACE OF BUSINESS

THIS BECOMES A TAX RECEIPT This tax is levied for the privilege of doing business within Broward County and is

non-regulatory in nature. You must meet all County and/or Municipality planning
WHEN VALIDATED : and zoning requirements. This Business Tax Receipt must be transferred when
: ) the business is sold, business name has changed or you have moved the
business location. This receipt does not indicate that the business is legal or that
ft is in compliance with State or local laws and regulations.

Mailing Address:

IMAGE JANITORIAT. SERVICES INC Receipt #013-14-000021.77
814 14TH ST Paid 12/08/2014 150.00
LAKE PARX, FL 33403 . ,

2014 . 2015



Form W""g

{Rev, August 2013}
Dapartmant of the Treasury’
tntemal Asvenue Service

Request for Taxpayer
[dentification Number and Certification

Give Form to the
raquester, Do not
send to the IRS.

Mama (as shown on your incame tax return}
Image Janitorial Services Inc.

Business name/disragarded eniity name, if different from above

Check appropriate box for fedaral tax classifcation:
O tndvidusvsole proprietor

D Qtiver {see instructions) »

[T ¢ corporation 8 Corporation

’ [] Limited liablity company. Enterhe tax classification (C=C corporatlon, S=5 corporation, P=partnerghip) »

Exerpllons (5ee lnstruclions): -
[] Patnership [ Trusvestate
Exempt payee code {if any}

Exemptlon fram FATCA rapering
coda (if any)

Address (nember, sireet, and apt, or stite no.)
814 14th Street

Rsquester's name and addrass (optlanal}

City, siate, and ZiF code
Lake Park, Florida 33403

Print or type
See Specific Instructions on page 2.

1 ist aceount numbar(s) here (opticnal)

Taxpayer Identification Number (TIN}

Enter your TIN In the appropriate box. Tha TIN provided must mateh the nama glven on the "Mame" [ina | Bocial sacurity number
to avold backup withholding, For Individuals, tils ls your soclal security number (SSN). However, for a
regldent allen, sole proprietor, or disregarded entity, see the Part { instructions on page 3. For other - -
entlties, It Is your employer Identlfcation number (EIN). If yau do not have & number, see How to gef a

TiN on page 3.

Note. If the account Is In more than ona nama, sea the chart on page 4 for guldelines on whose

number to enfer.

[ Employar dentification number

Gi5;-]0|2(7|3|8!3}4

Part i Certification

Under panaltfas of perfury, | certiy that:

1, The number shown on this form Is my correct taxpayer identification number {or | am walting for a number to be Issted to me), and

2, Iam not sublect to backup withholding because: (a} | am exempt from backup withhalding, or (b} 1 hava not bean nofifled by the Internal Revenue
Service {IRS) that | am sublest 1o backup withholding as a result of a fallurs to repart all Intarast or dividands, or {c} the IRS has nofifled me that [ am

no longer subject to baskup withholding, and
3. lam a U.8. cltizen or other 1).5. parson {defined below), and

4, The FATCA code(s) entered on this form (If any} Indicating that | am exempt from FATCA reporting Is correct.

Carliflcation Instructions, You must crass out ltem 2 above if you have been notifled by the IRS that you are currently subject to backup withholding
because you have falled to report all interest and dividends on your tex relurn. For real estate transactions, ltem 2 does not apply, For mortgage
Interast pald, acqulsition or abandonment of secured propsrty, cancellation of debt, contributlons to an individual retiramant arrangerrent {{RA), and
generally, payments other than infereft and dividends, you are not requlred to sign the certification, but you must provide your correct TIN. Sea the

Instructlons on page 3.

Sign Slgnsturs of
Here U.S. porson®

AT
General Instruction \

Becllon refarences are to the Internal Neyenue ode unfass othenvise noted,

Fulure developments. The IRS has crea raga on [RS.gov for informatlon
about Form W-9, at wavw.lrs.goviws. Information about any futurs devslopments
afiecting Form W-9 [sueh a3 legistation enacted after we releass it) wil ba posted
on thak page.

Purpose of Form'
A person who ia required to file an Information retura with the IRS must obtein your

corract taxpayer fdentification number (TIN) to raport, for example, income pald to

yéu, payments made to yeu In setliement of peyment card and third party network
fransactlons, real estate transactions, morigage Interest yo pald, acquisition or
abam{onmant of sectred property, cancellation of debt, or contributions you made
to an IRA.

Usa Form W-8 only If you are a U.S, person (including a resideat afien), to
provide your corract TIN 1o the person requesting it (the requaster) and, when
applicable, to:

1, Cerlify that the TIN you are glving ks correst {or you are waiting for a number
io be lssued), : :

2, Cerlify that you are not subjact to backup withholding, o

3, Clalm exemptlon from backup withhalding If you are a U8, exempt payee. il
applicatls, you are also certifying that as a 1.5, persan, your allocable share of
any parinership Income from a U,S, ¥ads or businass Is not subjact to the

w213 1Y

| H
withholding tax on forelgn partners’ share of atl’ecti\reﬂy connected Incame, and

4, Certify that FATCA codals) enterati on thls form §f any) Indleating that you are
sxempt from the FATCA reporting, 1s correct. ]
Mole. I you are a U.8, parson and a requester gives you a form other than Farm
W-2to raquest your TIN, you must use the requester's {orm If It ls substantially
lmllar to 1hls Form W-9,

Befinttlen of a U.S, person. For federal tax purposss, you are consldered a U.S.
person if you are:
s An Individual who ls a U.S, ¢llizan or U.S, resldent alian,

» A parinership, corporation, company, or assoclation created or arganized In the
United States or under tha laws of the Unlted States,

* An estate (oiher than & forelgn estate), or
» A domestlc trust {as deBned In Regulations section 801.7701-7).

Speclal rules for partnerships. Partnerships that conduct a trade or business In
tha United Statea are generally required to pay a withhelding tax under section
1443 on eny forelgn partners’ share of elfectively connected taxable Ingome from
siieh buslness, Furher, in canlaln casss whera a Form W< has not besn recelved,
the rules under section 1448 requlre a partnership {o presums that a parinerls a
forelgn peraon, and pay the section 1446 withholding tex, Tharefors, if you are a
1.8, parson that is a partner In & partnership canducling a trade or businass In the
Unlted States, provida Form W-9 to tha parinership to eatablish your U.S. sfalus
and avold asotion 1448 withholding on your shars of parinership incoma.

Cat, No, 10231X

Form W9 (Rov. 8-2013}

EXHIBIT 3

15-0136

Page 36 of 82




SouTH FLORIDA WATER MANAGEMENT DISTRICT

REGISTERED VENDOR NO.: 116996

April 18, 2014

CERTIFICATION EXPIRATION DATE
Mr. Timothy B. Wilson, Prasidént April 18, 2017
Image Janitorial Services, Inc. '
814 14" Street
Lake Park, FL 33403

Dear Mr, Wilson:

Congratulations, the South Florida Water Management District {District) has certified your firm as a
Small Business Enterprise (SBE). This certification is valid for three (3} years and may only be
applied when business is conducted in the following area(s): '

Your swbmittel of bids or proposals fo supply other producis or services outside of the spectalty areafs) noted above
will not count toward SBE parficipation, If yon require certification in other speclally arens, please contact the
Procurement Bureau, SBE Section, for additiona! information,

|
!
]
Janitorial Services ' i
|
1
!
|
|

Renewal'is required- every three (3) years and should be requested a minimum of 45 days prior to the
above explratton dale

If any‘ changes oceur within your company during the certification pericd such as ownership, affiliate I
company status, address, telephone number, licensing status, gross revenue, or any information that
relates to your SBE Certification status, you must nofify this office in writing immediately. [t is
imperative that we maintain current information on your company at all times.. FAILURE TO REPORT
CHANGES MAY RESULT IN DECERTIFICATION. :

Cettification is not a guarantee that your firm will recelve work, nor an assurance that your firm will
remam in ahe Diufrict s vendor database.

We look forward-to a mutually beneficial working relationship.
Sincerely,

" Colleen M. Robbs
Sr. Compliance Specialist
Procuremeant Bureat

§
lCr . P - . . . - . . . . i
1

g

3301 Gun Club Road, West Paliv Deachi, Floridd 33406 (561) 686-8800 » FL WATS 1-800-432-2045 EXHIBIT 3

Mailing Address: P.O, Box 24680, West Palm Beach, FL 33416-4680 * wwwafwmd.gov 15-0136 T
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SEC. TYPE OF BUSINESS e
TR ! PAYMENT RECEIVED
.. 213 SERVI  BY TAX COLLECTOR
o .$225.00, 08/22/2013
. : TXHS1—~13-048458
.:.W -..eﬂ_ mﬁmanﬂ.?x Receiptonly confims paym naEmrnuHmﬁsﬁn Tax, The Receiptis nota Beense,
peravt.or a certification of the holdes’s yualificanons; 10 ds business. Holer must. with any governmental or
- Bangavemmentz! requlatary laws and requir i ich apply to the buz L S
The RECEIPT NG, above o 53_35_‘.._:. all commerciak wehi
_..For more information, visit wwiw mismide
. T
w7
»




- Town of Jupiter
210 Military Trail, lupiter, EL 33458
Website: www.jupiter.fl.us- *
- E-Mail: TOJBTR@jupiter.fl.us

_LOCAL BUSINESS TAX RECEIPT

EXHIBIT 3
15-0136
Page 39 of 82

iMAGE JANITORIAL SERVICES

INC

ST pofation

OUTOFTOWN

BT A

15-00033965

‘Business Classification .
QUT OF TOWN BUSINESS

*alid at this location ONLY

" Applicant or Qualifier
TIM WILSON

Total Fee

JANITORIAL SERVICES

Expires: September 30,2015

DISPLAY IN PLACE OF BUSINESS

NON

-TRANSFERABLE



G e ekem

; EXHIBIT 3
15-0136

Page 40 of 82

- TOWN OF LAKE PARK
WILSON, TIMOTHY B. LOCAL BUSINESS TAX RECEIPT No: 04783
(561)844-8778 . . : s
: N @H. m THIS TAX RECEIPT EXPIRES SEPTEMBER 30, 2015 ;
- Tax T 49.35
Address: 814 14TH ST Penalty .~ .
LAKE PARK FL 33403 Transfer -
Activity: JAD10 JANITORIAL - RES/COMM CLIENTS ,
_ Total Paid 4935
lssusdto:  IMAGE JANITORAL SERVICES INC
814 14TH. ST .
LAKE PARKFL 33403 . 2L e
. . § =

THIS RECEIPT MUST BE CONSPICUOUSLY DISPLAYED AT BUSINESS . BUSINESS TAX OFFICIAL |
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Page 41 of 82

[vr]
- - Eo
oo
IS
| _ < Fd
D ANNE M. GANNON  p.o. Box 3353, West Paisn Beach, FL 33402.3353 L OCATED AT*
o CONSTITUTIONAL TAX COLLEGTOR  Www.pbctax.com Tel: (561) 355-2264 o
Serving Pabm Beach County : - .. - B14 ._A..._..M__Nm.ﬁ.w.mm._. i
. : LAKE P, =L-33403
© Serving you. LTTNESA K, L3
TYPE OF BUSINESS DWNER GERTIFIGATION # . ;|- RECEIPT #/DATE PAID ANT FAID )
568-0007 CLEANING SERVICE WILSON TIMOTHY * B14,1406851 - 0813114 $33.00 Bag111697

This document is valid only when receipted by the Tax Collestor's n.x“mnm. . STATE OF FLORIDA :

. PALM BEACH COUNTY .
52 10 2014/2015 LOCAL BUSINESS TAX RECEIPT"

| IMAGE JANITORIAL SERVICE ING. . LBTR Number: 200218449

w_ﬁ,wm Au__%w.__,._.om_? mmmSOm_.zo .mxmu_mmw"mm_uu.mzumm_ﬂ 30, 2015
LAKE ._U>_Nx. FL 33403-2354 ' This _.mm.m“ﬁ grants the nnw%mum of m:mmu.am. in or
allicalbecd el HsornaBliadhalallislabeslied . | managing any business profession or occupation |

within its Jurisdiction and MUST be conspicucusly
displayed at the place of businéss and in sucha
manner as to be open to the view of the public.
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- BUSINESS TAX RECEIPT - R

Iozom»mrm mS.: v_ﬂzcmnmsmx_ O_uo TAX 00_._.moqom
mamm m m §Focm..ﬁ< Bivd.;: m._.c>3“ _u_. nx.wwh
. .qaammmmmga -

’ .ponoCz._. mewfmqw Ooqm

+ PHONE . hmmu.v mhh mdﬂm W_GZO

_..OQﬁ._OZ

S LAKEUPARK: Ek w@% ,

wmﬁimgmmm.ﬁ mo

..,...,_ 814.14TH §T. v

814. . H.E._m mn o mm.n:-

L Q00782

-
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814 14" Street
¥ & P o Lake Park, FI 33403-2354
TE (561) 844-8778 « Fax (561) 844-8986

Janitorial Services meeting your needs, exceeding your expectations

TAB 8

EXHIBIT 3
15-0136
Page 43 of 82




ACORD’
N

CERTIFICATE OF LIABILITY INSURANCE

DATE (MMDD/YYYY)
3/17/2014

REPRESENTATIVE OR PRODUCER, AND THE C

ERTIFICATE HOLDER.

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHYS UPON THE CERTYIFICATE HOLDER. THIS
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES
BELOW. THIS CERTIFICATE OF iNSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED

IMPORTANT: If the certificate holder ks an ADDITIONAL INSURED, the pollcy({les) must be endorsed. If SUBROGATION IS WAIVED, subjact to
the terms and conditlons of the pollcy, certaln potlelas may require an endorsement. A atatement on this certifleate doss not confer rights to the
certificate holderin lleu of such endoraement(s),

PRODUCER

CONVACY Maria Rodriguez

‘| Insurance Express.Com PHORE = (5§1) 471-6813 [_“‘jr . {561) 4T1-981€
2005 Vista ParkWay .backy@insurancesxpress.com
Suite 200 INSURER(S) AFFORDING COVERAGE NAIC 8
West Palm Beach FI, 33411 msurer 4:Southern Ownera Ins Co 10190
INSURED suner pAuteo-Owners Insurance Company 18988 .
Image Janitorial Service Inc | MSURER ¢:
814 idth Street INSURER D3
INSURERE ;
Lake Park FL 33403 E:
COVERAGES CERTIFICATE NUMBER:CL1 431706061 REVISION NUMBER:

THIS IS TQ CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD
INDIGATED. NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY. CONTRACT OR OTHER DOGUMENT WITH RESPECT TO WHICH THIS
CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS,
EXCLUSIONS AND CONDITIONS OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS.

WE rweormmmnes  [ORS  ocywpen | SRR LR F—TT
| GENERAL LIABILITY ' EACH OCCURRENCE $ 1,009,000
X | COMMERCIAL BENERAL LIABILITY ‘ St 0N $ 50000
A | cams-maoe 1 X | occur 2729546 /172014 8/1/2015 | yeoexp iy onaperson) | $ 5000)
|| PERSONAL & ADVINJURY | § 1000000
| GERERAL AGGHEGATE $ 2,000, 000
GENTL AGGREGATE LIMIT APPLIES PER: PRODUCTS - COMPIOP AGE | § 2,000,000
C ] poucy | x ] 28 $ .
AUTOMOBILE LIABSLITY o ;NégEiﬂmﬁ'mfg T, 1,000,000
B X | anyAumo BODILY INJURY {Per person) | § :
AI.LO“NED SCHSSDULED 9698226600 B/1/2014 [4/1/2015 | BODILY INJURY {Per accident)] §
1 HIRED AUTOS E NON'OWNEQ PROPERTY DAMAGE 3
Medcalpayments $ 2,000
| | umeretatAB. | {ocoun EACH OCCURRENCE $
EXCESS LIAB CLAIMS-MADE AGGREGATE 3
veo || RETENTIONS . $
WORKERS COMPENSATION I WESTAT T Jom
AND EMPLOYERS' LIABILITY YIN ER
ANY PROPRIETCRPARTNEREXECUTVE L. EACH Al
QFFICERMEMBER EXCLUOED? NiA E CCADENT $
{Mandatory n NH) E.L DISEASE « EA EMPLOYEH %
It yes, describe
Escmmou OF OPERATIONS below E.L. DISEASE - POLICY LIMIT | §

DESCRIPTION OF QPERATIONS ! LOCATIONS ! VEHICLES [Attach ACORB {1, Addifionat Remarks Scheduls, if more space I3 requlred)

CERTIFICATE HOLDER

CANCELLATION

City of Fort Lauderdale

Ft Lauderdale, FL 33301

Procurement Services Division
100 N Andrews Avenue, Room 619

SHOULD ANY OF THE ABDVE DESCRIBED POLICIES BE CANCELLED BEFORE
THE EXPIRATION DATE THEREOF, NOTICE WILL BE DELIVERED IN
ACCORDANCE WiTH THE POLICY PROVISIONS.

AUTHORIZED REPRESENTATIVE

|Maria Rodriguez/BECKY ‘%4& R

AGORD 25 (201 0/05)

PP Trssted with pdfFactory tridl véfsIBhn Wtjﬂffat’tmvco et rasin 8 APADR

© 1988-2010 ACORD CORPORATION. Al rights resorved.
EXHIBIT 3

15-0136
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ADDITIONAL COVERAGES

Ref# Dascrlpllbn ' Coverage Code | Form Ro. Edition Date
BFCOL | . BFCGL '

Limlt 1 Limit2 Limit3 Daductible Amount Deductible Type Premlum

$165.49

Ret# | Description Coveragse Code | Form No. Edltion Date
Hired/borrowad " HRDBD

Limit 1 Limli 2 Limit3 Peductible Amount Daductible Type Promium

$32.92

Ref# } Description Coverage Code [ Form No. Editlon Date
Combined singte limit CSL

Limit 1 Limit2 Limit3 Deductible Amount Deductibis Type Premium

1,000,000 0 $50.00

Ref# | Description Coverage Code | Form Ne. Edltion Date
Combined single limit _ . €8l

Limit 1 Limit 2 ' Limit3 Deductible Amount Deductible Type Premium

1,000,000 0 $160.00

Ref # | Descriptlon Coverage Code ] Fonm No. Ediflon Date
Combined single limit : CSL

Limit 1 Limit 2 Limit 3 Daductible Amount Daductihle Type Premlum

1,000,000 a | i

Ref# | Description - ) Covarage Code | Farm No. Edlflen Date
Uninsured motorist Bl split limit UMISP

Limit 1 Limit2 Limlt 3 Deductible Amount Deductible Type Premlum

250,000 600,000

Ref# | Description Coverage Code | Form No. Edition Date
PiP-Basic : PIp .

Limit 1 Limit2 Limit3 Daductible Amount Deductible Type Premlum

10,000

Ref # | Description Covorage Coda | Form Ne, Edition Date

Limit1 Limit2 Limit3 Dedutetible Amount Deductible Type Premium

Ref# | Daseription Coverage Code | Form No. Editlon Date

Limit 4 Limit2 Limi¢ 3 Deductitie Amount Deductibla Type Premium

Ref # | Dascription ‘ Coverage Code | Form Na. Editlon Date

Limit 1 Limit2 Limi(3 Deductlble Amount Deductible Typs Premium

Ref# | Dascription : Coverago Cade | Form Ho. Edition Data

Limit 1 Limft 2 Limit 3 Deductible Amount Deductible Type Premium

OFADTLCV : - Copyright 2001, AMS Services, Ing.’

PDF created with pdfFactory fria! version www.pdffactory.com : ' EXHIBIT 3

15-0136
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Additional Named Insureds

Cther Namad Insureds

Image Supply Inc

Cozporation

OFAPPINF (02/2007)

COPYRIGHT 2007, AMS SERVICES INC

PDF created with pdfFactory trial version www.pdffactory.com
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o o
ACORD"  CERTIFICATE OF LIABILITY INSURANCE R

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THiS
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES
BELOW. THIS CERTIFICATE OF INSURANCE DOEB NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED
REFPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.

IMPORTANT: If the certiffcate holder Is an ADDITIONAL INSURED, the policy{ies) must be endorsed. [f SUBROGATION I8 WAW'E-I-J, subject to
the terms and conditions of the policy, cartain pollcles may require an endorsement. A statement on this centificate dees not confer rights to the
cortlificate holder In lleu of such endors ement(s).

PRODUCER [ iane: ' Commercial Lines Division
Jack Rice Insurance PHONE _ (727) 530-0684 JAE. tioy: (727 532-8602
12080 5 Balcher Rd | ADDRESS:
INBURER(S) AFFORDING COVERAGE HAIC #
Largo FL 33773 isuperA:Bridgefield Casualty Ins. Co. 10335
WSURED INSURER &1 :
Modern Business Asscoociatas, Inc, ETAL INSURER C -
L/C/¥ Image Janitorial Services, Inc. INSURERD ¢
9455 Koger Blvd., Suite 200 INSURERE :
St. Petersburg FL 33702 WSURERF :
COVERAGES CERTIFICATE NUMBER;Inage Janitorial Servicas REVISION NUMBER:

THIS IS TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERICD
INDICATED, NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENY WITH RESPECT TO WHICH THIS
CERTIFICATE MAY BE [SSLUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN I,S SUBJECT TO ALL THE TERMS;
EXCLUSIONS AND CONDITIONS OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS.: :

[TRER POLIGY EFE | POLICY EXP

LR TYPE OF INSURANGE sz lwen POLICY.NUMBER - e T l; HMITS
| {MI/DD] i
|| GENERAL LIABILITY ‘ R DU SV ) EACH QCCURRENCE 3
o N A A T ED
.coTMEﬁcmseueaALmamw B I e T R ‘ PREMISES (Ee pecurrencal | $
CLAIMS-MADE OCCUR S I I . MED EXP (Ay oo person) | &
|| : PERSONAL & ADVINJURY | %
] GENERAL AGGREGATE E)
GENL AGGREGATE LIMIT APPLIES FER: PRODUCTS - COMPOP AGD | 8
potey | IEEC?T' [ lioe | . N s
AUTOMOBILE LIABILITY _ . . ) hﬂd‘;ﬁf!mfm UMT ]
[ awr auro g Conecde il pBODRY INJPRY tPerperson) | 8
| [ HIRED AUTOS AGTOS ’ I | Eorme s
$
UMBRELLALIAB | 1 occur ' EACH OCCURRENCE $
EXCESS LiAB CLAIMS-MADE AGBREGATE )
oep | rRETgNTlous | L Y 5
2 | WORKERS COMPENSATION : — 1 TR OF
AND EMFLOYERS* LIABILITY _ : TS S P _imax.umrs ER .
ANY PROPRIETORIPARTAER/EXECUTIVE P, IR IS VR S e e o o - JELVEAGH AGGIDENT $
?»T:A%Eﬂ%ﬁ% ExoLunERY MA|L -biss-ossaz ¢ T T R/1/201 Lf1/20ts E.L DISEASE - EA EMPLOYER § ?gggggg
I yes, dascribe u. ' S , s : : g
3] GGRIPT(ONOFOPERATIONSbeIm [ I S I E.L DISEASE - POLICY LIMIT { § 1,000,000

DESCRIPTION OF OPERATIONS / LOCATIONS / VEHICLES {Attach ACORD 104, Addltienal Remarks Schedule, If more space is required)
Workers' Compensation coverage is provided by contract to all employeaas of Modern Business Associates,

| Inc. and its wholly owned subsidiarliee assignad to Image Janitorial Services, ,Inc. Coverage doas not
apply to any employees not approved. & assigned by Modern Business Associates, "Ife: and ite wholly owned
svbsidiaries, Image Janitorial Services, Inc. Effective 01/01/2014. -

CERTIFICATE HOLDER CANCELLATION

$HOULD ANY OF THE ABOVE DESCRIBEO POLICIES BE CANGELLED BEFORE B
THE EXPIRATION DATE THEREOF, NOTICE WILL BE DELIVERED IN"

, ACCORDAMNCE WITH THE POLICY PROVISIONS,
City of Fort Lauderdale |

Proaourement Services Division 5 ESENTATIE
100 N. Andrews Ave, Room 619 AUTHORIZED REPR

Ft. Lauderdale, FL 33301
um
|ovnehia Wabster/LEW @’Vb{w .

ACORD 25 {2010/05) ® 1888-2010 ACORD CORPORATION. Alirights reserved.
INBD25 201005) 01 The ACORD name and lego are registered marks of ACORD EXHIBIT 3 7
Coe : 15-0136
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814 14" Street
Lake Park, FI 33403-2354
zm (561) 844-8778 + Fax (561) 844-8986

|ce meeﬁng your needs, exceeding your expectations

TAB 9

EXHIBIT 3
15-0136
Page 48 of 82

ST ST MR T ET



814 14" Streest
Lake Park, FI 33403-2354 _
(561) 844-8778 » Fax (561) 844-8986

Janitorial Services meeting your needs, exceeding your expectations
i

bl

How the comganx will achieve the services and quality standards described

Besides the daily performance performed by our onsite Supervisors, Image Companies
implements the following tasks that will assure that every staff is knowledgeable on the
buildings and the tasks devoted to the person as well as the frequencies on which they
have to be performed such as: daily, weekly, monthly, quarterly, semi annual, yearly.

A copy of the set of cleaning specifications.is visible posted on the janitor’s closet as well
as every employee onsite receives a copy of the set of specifications. They are read and
understood as a group before starting their cleaning shift, -

A daily meeting is performed with the Supervisor and staff and they all are aware of the
tasks and duties that are to be completed that day or on days to come,

We from the main office produce Work Tickets that are being entered into our computer
system with dates of completion, these tickets are being print every day and are being
emailed to the Supervisors and Managers in order for them to have this also as reminder
of tasks that have to be completed on such dates.

This tickets need to have a signature of responsibility at the end of the day and send back
to our office to ensure that the job has been completed as requested

Please refer to the Work Tickets sample attached.

EXHIBIT 3
15-0136
Page 49 of 82




814 14" Street
Lake Park, FI 33403-2354
(561) 844-8778 « Fax (561) 844-8986

Janltarial Services meeting your needs, exceeding your expectations

Training your firm currently has in place to assure on-site

Training is the most important part of our organization. We highly believe that a trained
janitor is a very good representative of our organization and provides quality consistent
services every day. :

Beside the numerous of training manuals provided to the staff on all different aspects of
this business we are proud to'train them in person in our training facility at our main
building on Saturdays from 9am to 1pm; -~

We provide them with a 4 hour paid training class on which our staff is trained on the
following areas:

a) Safety

b) Cleaning procedures

¢) Equipment

d) Chemicals & MSDS

e) Company benefits

f) Understand their paycheck

g) Uniform, grooming policy and ethics

h) Employee handbook .~~~

i) Company standards and client expectations

j) Privacy

k) Notification of suspicious behavior and personnel

) Lost & Found

m) Water floods, fire, etc '
n) Accidents and immediate reports to Supervisors and Managers

EXHIBIT 3
15-0136
Page 50 of 82
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L 814 14 Street
Lake Park, FI 33403-2354
(561) 844-8778 « Fax (561) 844-8986

Janitorial Services meeting your needs, exceeding your expectations
- PR R

Inspection procedures including technical aids to monitor performance standards

Image Companies performs daily inspections at the end of the shift by every onsite
Supervisor, no employee is authorized to leave the premises until his or her area has been
inspected.

Every day the Account Manager will perform inspections on a group of buildings
scheduled for that date, a calendar of inspections will be provided to The City of Fort
Iauderdale, this calendar will include all locations by day and by month. These
inspections we highly recommend to be performed with a representative from Broward
County e e e s

Image Companies will present a Quality Control Score Card to be completed by location
and it must be completed by Supervisors and Account Manager, all this forms are to be
emailed or faxed into the Image Companies headquarter office in order for us to keep an
accurate control on the condition of every building and the performance of the cleaning
staff.

R I 2 2" IETS TR TR T SRR N YRR Ah i - S SR P S BRI
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814 14" Street . i
Lake Park, FI 33403-2354 - —
(561) 844-8778 + Fax (561) 844-8986

Janitorial Services meeting your needs, exceeding your expectations

Start up orientation program to brlng facilities into compliance w1th quality

standards.

Image Companies policy to start up on a new facility is as follows;

We will start the job with a higher number of staff members to perform a detail cleaning
on all areas of the building, all areas have to comply with our Quality Control Forms and
pass with a minimum of 90/100. :

Upon award of the contract we will determine the amount of time available to bring the
level of cleaning in the facility to the standards admitted by The City of Fort Lauderdale
and Image Compames
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Janitorial Services meeting your needs, exceeding your expectations

814 14™ Street
Lake Park, FI 33403-2354
561) 844-8778 » Fax (561) 844-8986

Activities that can most easily be implemented to maximize opportunities to
romote a green building cleaning practices

Image Companies is {rying to educate and assist all of our clients’ to “Go Green” because
we feel like the janitorial industry can make a huge impact on health and the
environment, First, prevention of diseases is our job so we would implement a hybrid
Green Cleaning Program if you found this suitable. In addition, we have a great LEED
program {Leading in Environmental & Energy Design). Many of our purchasing
decisions, training programs, documentation and management already conform to LEED
because these are best practices which improve our capability to deliver consistent quality
services. :

Please refer to the attached GREEN CLEAINING PROGRAM
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ou * People » Humans
We are part of the environment in which
we live...it s not just plants, trees, water
and animals.

It's Us]

It's All People!

Young, oid and middle-age

workers, tenants, building owners,

all people, from all lifestyles, across all

demographic profiles.

It’'s All Envirohments!
& Office Buildings
R Day Care Centers
A Education
W Federal Buildings and Town Halls
M Hospitality
M Lodging
M Industrial
H Retail

and think about your environment.

What do you see? Do you see yourself?
If not, put yourself in the picture. You're it!

enefits of “Green Cleaning”
B Improve Indoor Air Quality
B Healthier Facilities for
Tenants — Workers —~ Custodians
B Increase Worker Productivity
B Improve Morale
M Reduce Sick Days and Associated
Health Care Costs

B Minimize Exposure to Aggressive
Chemicals

B Reduce Water and Air Pollution

H Reduce Waste with
Concentrated Products

M Reduce Package Waste with
Recyclable Packaging

m Clean without Sacrificing Effectiveness
M Peace of Mind ;

We are surrounded by OUR MAN-MADE ENVIRONMENTS...
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ho Should

Clean “Green”?

W Any public or private facility that
cleans!

W Any facility with the desire to
create a safer, cleaner and
healthier environment.

M Any facility seeking to meet the
goals of the U.5. government to
implement "green cleaning”.

I Any facility that has a need or
desire to use environmentally
preferahls products and reduce
risk products.

W Any facllity that is concerned
about indoor air qualily.

B Any facilily that may have
inhabitants with compromised
immune systems.

. W Any facility that may have
inhabitants with sensitivities fo
suspected allergens.

& Any facilily that is concerned
about indoor chemical usage,

B Any facility seeking LEED-NC or

LEED-EB certification.

ERERSREEY

Clean “Green” with What?
Spartan's Green Solutions is a weil-
rounded assortment of producis to
meet most fundamental cleaning
tasks, Products that truly clean and-
are competitively priced.

- All Purpose Cleaner
Glass Cleaner
Restraom Cleaner
High Dilution Disinfectant
Neutral Disinfectant Cleaner
Carpet Cleaner
Industrial Cleansr
Floor Finlsh Remover
Flaor Seal & Finish

When should | clean “Green"?
Always, and on a regularly
scheduled cleaning mainfenance
plan. Remember clean for health
first, appearance second.

Whera should | clean “Green”?
No maliter what your environment,
from high-rise office huilding, local
day care center, to foderal :;p?m
" is cle

i
CLEAN FOR ENVIRO

ORI

H

CLEAN FOR EALT
NMENT

Why clean “"Green”? :
Be smart — clean smart. Sclence
and technology allow us to formulate
products that clean with less
aggressive ingredients. Cleaning
“green” assists in reducing exposure
to potenttally harmful chemicals that
can endanger the heaith and saiety
of bullding occupants, visitors and
the cleaning staff; plus, reducing
negative impact on the environment.
You are cleaning anyway, so why not
enjoy the benefits that “green
cleaning” allows. Compared to most
traditional cleaning products,
Spartan’s Green Solutions products
are cosl effective and competitively
priced.
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CLEAN FOR HEALTH
CLEAN FOR ENVIRONMERNT
SE
P
hat is o A
BN
Green Seal? cER

non-profil organization that strives to

- methods and procedures. Thus,

Green Seal is an independent,

achieve a healthier and cleaner
enviranment by identifying and
promoting producis and services
that cause less toxic pollution and
waste, conserve resources and
habitats, and minimize global
warming and ozone depletion.
Green Seal has no financial interest
in the products that it certifies or
recommends or in any manufacturer
or company. Green Seal's
evaluations are based on state-of-
the-art science and information
using internationally recognized

Green Seal provides credible,
objective, and unbiased information
whose only purpose is to direct the
purchaser to environmeniaily
responsible products and services.

Syl e T SR e

Green Seal -

Certified Products

Spartan Chemical Company, Inc. has
been a pioneer in the formulation
and development of sanitary
maintenance products in the
cleaning chemical industry. From
basic cleaners to scientifically
advanced product lines, Spartan
continually reaches to the next rung
of the ladder, and that continues
with Green Solutions. Where
applicable, Spartan looks to Green
Seal for green certification
slandards.

Green Seal enjoys an outstanding
reputation in the janjtorial industry
as heing the leader in ploneering
what constitutes “green” in the
formulation of “green cleaning®.

Grean Seal standards are recognized
by the Federal Government for
meeting environmenially preferable ”
praduct slandards for use In federal
factlities.

In the future Spartan looks forward
to formulating new products within
the guidelines set forth by Green
Seal. Spartan's Green Soluftons
preducts will continue fo emphasize
improved public and private hesith
‘and safety, indoor air quality, and
reduced effects on the outdour
environment.

Spartan will continue to meet the
challenges the future will bring.
*Green cleaning” will continue lo
evalve, grow, and with that so wiif
Spartan's Green Solulions products,

Green Solutions products perform
their specified task and are
competitively priced.

Page 57 o 82




Ll G e e T e

CLEAN FOR

I ALT
CLEAN FOR ENVIRONMEN

ISsion
To provide a line of environmentally,
‘preferred products that directly -
contribute to a cleaner, salerand
healthier environment for workers
and building occupants.

Llwng and waorking in a dirty,
unsanitary environment is natan - :
option; howevar, responsible
conaumptlon is,

Three poiht's to consider when
“selecting spectally maintenance
:cleaning products are:

1. Environmental Impact
Il. Worker Safety
lit. Product Performance

Sparlan’s Green Solutions product
line has been created with current
and fulure-globat environmental
concerns in mind. Its purpose is to
offer an opportunity to become a
part of the énvironmental solution.
Green Solutians is the pro-active
chaice for thié professional who is
elecling cléaners for institutional
rial use in the sanitary

|} No carcinogens, mutagens
- or teratogens
B |
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814 14" Street
Lake Park, Fi 33403-2354
(561) 844-8778 + Fax (561) 844-8986

Janitorial Services meeting your needs, exceeding your expectations

— " ——— —

High Quality floor surfaces.-

I would like to thank you for reviewing our proposal, This letter is to share our
professional views after walking the various building spaces and quickly address some key
" points that I hope you find helpful.

First, is the need to address extending the life cycle of building surfaces? It is the

' responsibility of your janitorial provider to lengthen the life cycle of building surfaces so that

~ you have more money in your budget. If you are interested in additional information regarding
life cycle I have attached an article that may interest you. If Image Companies can save you
 money on replacing floor surfaces than our value as a service provider is exponentially

- increased. Maybe this is why our client retention is 4.5 x the national average or 7 years.

Subsequently, my purpose in mentioning the current cleaning companies approach is not
to be critical; but, to offer guidance so you get the most from your program. It seems the “floor
care program® has become ineffective in its frequency and approach. The carpeted areas had

deep wear patterns, indicating a lack of janitorial attention. Our specialty services, {raining,
organizational hierarchy and quality guarantee are discussed in the Image Companies brochure.
Evaluating vendors on these spemalty services and their plan to implement this scope
consistently will significantly improve the appearance of your faclhtfes productivity and extend
the life cycle of floors, .

Cleaning Specifications are provided for a reason and that is to help, maintain the life
cyele of carpets and floors, We as your Jamtonal prov1der 'will become partners in maintaining
your hard floor surfaces and carpeted areas always looking the best, we go all the way to
- maintain all areas and we will exceed your expectations.

A monthly, quarterly, semi annual and annual calendar will be prov1ded to The C1ty of
Fort Lauderdale with.exact dates and locations on were carpet cleaning and floor service will be
performed, with this not only we are complying with. the contract requlrements but we are
providing dates ahead so all areas can be properly prepared for when we agrive to clean carpeis
and floors.

Thank you for your time & consideration. Image Companies looks forward to the
_ opportunity of becoming your facility maintenance partner in the future.
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814 14" Street
Lake Park, F1 33403-2354
somssn (561) 844-8778 » Fax (561) 844-8986

Janitorial Services meeting your needs, exceeding your expectations

TAB 10
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Image Co. Hiring Proéess

. HR director responsible for Hiring, Training, Evaluating, & Testing Employees.
. HR director to run newspaper ad for staff as needed. *Iinage to review and

provide a script for ad.

HR director to interview potential employees from 4-8pm, Monday-Friday.

When cutrent company hiring is on, HR director to supply paperwork on 4-6
potential applicants to CW for screening procedures. CW to return to HR director
no more than 24-48 hours, the screened and apploved applicants,

Danny calls them by phone to schedule a 2" interview, and informs applicant that
next interview will consist of processing paperwork, and they should put aside at
least 1 additional hour for fraining,

At this training meeting they are to complete all paperwork, 1-9, Image 1D, issue
uniforms, supply requisition rules, etc., and given a start date for work.

HR director reviews with new hire, the training manual, operational procedures,
company policies, product knowledge and administers a test at the conclusion of
training, *Staff must pass exam to be paid.

HR director is responsible for issuing uniforms and turning in signed confirmation
that they were received to be placed in employee file. *Uniforms-first t-shirts are
free, then they are charged $7 per shirt.

HR director notifies appropriate job manager that staff is ready to work, manager
then fills equipment request form requesting any necessary equipment needed for
new hire, so that warehouse manager can fill order,

10. Equipment requisition form must be signed by manager on job, owner of

I,

company, and staff confirming they understand all equipment they are responsible
for, signed copy goes in file, give a copy to employee, *Should an employees
work be terminated , job manager immediately visits job-site and takes a physical
count of documented items, Missing items will be deducted from employees last
check.

60 day evaluation of new staff is scheduled by HR director, Are staff wearing
uniforms? Quality of work? Chemical knowledge? Equipment storage and closet
organization in order? All write-ups and job cleaning specs are fo be reviewed at
this time. *Written Evaluation goes into employee file.

12. Annua!l employee evaluation to be scheduled and done by HR director. What tool

will he use to track employees and dates??

13. HR director to enter new employee info into W/T,
14. 9-12pm HR director inspect jobs, fixes and repairs any deficiencies on spot,

reports items to job manager following day. Job manager enters work ticket into
W/T and re-irain staff on job-site that evening, -
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OFFICE USE ONLY

Interviewsr Name:

Interview Date: / /

Based on the interview, please evaluate the applicant's gualifications for the position. In each section,
space is provided to write additional comments.

Appearance -The applicant dresses appropriately, etc:

_ Excellent(d) __ Good(3) _ OK({2) _ Poor (1}

Comments: |

Attitude - The appliéant shows flexihility, eagerness to work, efc.

_ Excellent(d) __ Good(3) __ OK({2) __ Poor (1)

Comments.

Communication - The applicant communicates...

 FluentBiLingual @) ___ Alitte English (3) ____ Spanish Only (2)
_ English Only (2)

Comments:

Experience - The has the following experience...
Experienced (4) Some Knowledge (3} Needs Training (2)
Comments:

- Overall Recommendation — add all points, write total in box and select the appropriate
choice below — record grade on front of this form below the date.

- Highly recommend 13 — 16 GRADE: A

Recommend 9-12 GRADE: B I

Do not recommend 6 —8 GRADE: C POINTS

Comments:

8:\New FIRAD Badges\HR Formis\nterview Grading.doc
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814 14" Sireet, Lake Park, Fl 33403-2354
561-844-8778 Facsimile 561-844-8986

NEW HIRE/ JOB RELOCATION
CHECK LIST

Associate Name: Employee Id:
D New Hire (*Requires section 1 -7 to be filled out)
D Job Staff Relocation (*Requires section 1, 3, & 7 to be filled out)

I have re.acl and have received as follows:
He leido y he recibido como sigue:
1. Pay Agreement for job number (s): Acuerdo de pagar para el munero del trabajo:

M [ . M ] M » M >
M ) M s M , M .
(Associate Initials)

2. Uniform & Employee ID
Identificacion de empleado y uniforme

3. Jobsite Cleaning Specifications
Especificaciones de limpieza del Trabajo

4. Employee Manual.

Manual de Empleados
5.1am to report for New Hite Orientation on: f ] at .
Debo atender ta nueva orientacién del Trabajo: Date/ Fecha a Time/ Tiempo
6.1 am to report for the mandatory Image Academy Janitorial Training on at: at

Debo atender el entrenamiento de la academia de limpieza obligado por mi patron a: Dare/ Fecha a Time/ Tiempo

7. I am to report for my first day of work at: at
Debo presentarme para mi primer dia del trabajo en:  Date/ Fecha ~ Time/ Tiempo
at ' to meet my manager
Address/ Direccion ) para enconirar a mi encargado  Manager Name

8. You can contact your Manager at 844-8778 at their / Para contactar con su encargado llame al 844-8778 ha la
Extension/Extension or Cell; { ) - :

Employee Signature Human Resource Signature

Lead Manager Signature ' Payroll Signature
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Name: (Last) s

(First)

DATE: /

Qualifications for Emploﬁmenfl Calificaciones para el empleo

a) After hire, can you provide acceptable documentation to work in the U.8.?
(If yes, proceed to b)-(If not, you do not qualify for employment at Image)
Despues de ser empleado, usted puede proveernos la documentacion acceptada para trabajar

en Jos estados unidos? (Si es Si, proceda a la proxima pregunta)-

(Si es NO, usted no califica para trabajar para Image)

b) Do you have your own vehicle to allow you to go from your home to the jobsites?

(If yes, please proceed to ¢)-(If not, you do not qualify)

Usted tiene un vehiculo disponible para ir de su casa al trabajo? (Si

Yes/St

proxima pregunta)(Si es NO, usted no califica para trabajar para Imagen)

Do you have a valid Driver’s License? Yes/Si
Usted tiene su Licencia de manejar valida?

(If yes you qualify for employment with us please fill out our application)-(If not, you do not
quelify for employment with Image at this time) (Si es si, usted califica para trabajar)-(Si es

NO, usted no califica para trabajar para Image)

'{?’?\%«\
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- Image Janitorial Services, Inc, 814 14" Street Lake Park, F1 33403
561-844-8778 Facsimile 561-8§44-8986

SEXUAL HARASSMENT COMPLAINT FORM

Please provide as much information as possible and circle or check In areas indicated. Attach any
additional forms or evidence to this incident form,

Date of Event: Date of Interview:
Employee Name: Employee #
Location of Incident:

Date Complainant Reported Sexual Harassment to:

Please check all that apply Name
' Operations Manager

Jobsite Lead

Human Resources

Other

Date and method of Complaint received:

Walk-In Complaint
Phone Call by Complainant, Followed by Appointment

Name and job title of each individual who allegedly harassed the complainant.

Is the alleged harasser an Image Employee? YES NO
Is the alleged harasser one of the following: LEAD MANAGER CLIENT

Were there any wiinesses to the incident described by the complainant? YES NO
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Name, job title and telephone number of any ‘witnesses to any incident described by
complainant.

PRICR ACTION REGARDING THESE HARASSMENT ALLEGATIONS -

Prior to bringing this complaint, has the complainant described the harassment to anyone
including supervisors? YES NO

If yes, list the following: Name, job title, work location, and telephone number of any
persons. :

POSSIBLE PRIOR INCIDENTS INVOLVING OTHER EMPLOYEES

Does the complainant know of any other employee who has experienced similar sexual

harassment in the same location or person?
YES NO

If yes, provide the name, job title, work location, and telephone number of each such
employee, and a description of the incident.

If applicable, has the complainant filed a grievance or repott with any officials?

YES NO

If yes, which agency?

(S TRk
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What type of sexual harassment occurred?  Please check all that apply
Verbal Harassment Physical

If it was a physical harassment, please indicate on the following diagram the alleged
location of the physical contact:

Describe the atleged physical contact:
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Description of the alleged sexual harassment. Describe each incident of harassment
separately, including dates and locations for each incident, If' the complainant can not
remember exact dates, include approximate dates to the best of the complainant’s =
recollection, (Use as many pages necessary). ‘

Complainants Signature: Date: =
Witness: ' Date: =
Company Representative: Date: ! =
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Human Recoures: The Process of Hiring Employees, “The Image
. Wa 33

Demand

¢ Human Recourses receives a request from Operations, for trained employees to
meet the job demand in the work field.

e Human Recourse at this point runs an ad for employees, using a specific date and
time schedule, for applicants to interview, This time schedule is Monday —Friday
from 5-8pm. Human Recourses is to report to work Monday-Friday, NO LATER
THAN 4PM, in order to prepare to field the Spm interviews,

¢ Human Recourses must respond in written form, within 24 hours, where add was
placed, the cost of the ad, and inform management, how much company money
was spent on recruiting the applicants to date, of that specific month in time.
Applicant Process

¢ HR to respond to telephone inquires from the hours of 4-8pm, Monday-Friday,
calling back applicants and scheduling interviews for the following day, between
the howrs of 5-8pm, Monday-Friday.

HR to assist and interview all walk-ins as needed.

HR is responsible that all necessary application fields are filled out and complete,
*All necessaty fields need to be filled in, HR director to verify this on this spot,
and have applicant complete the requested information on his own before leaving,
and upon our acceptance of this application,

o All applicants at this stage should be fully aware of the document requirements
that our company requires, and they must understand our qualifications clearly
before moving on to the next stage of the hiring process *Note-some docutnents
can be collected at this time, and guaranteed documents, that are verbally
promised by applicant can be collected on the 2™ interview stage if necessary.

¢ HR director reviews the applications, and narrows down the scope of applicants
for hire, by measuring the applicants ability skills at the first point of contact, the
applicants work history and janitorial skills/experience, from prior history, within
our industry. This is accomplished by performing in-dept interviews and
questions and answer process with the applicant by HR director.

Schedule 2" Interview

¢ HR director to call back applicants that have qualified for a 2" interview. *Alert
potential hire that the ey must bring all of the necessary documents to our office for
pr ocessmg on this 2™ interview and put aside approximately 3 hours for paper
processing and training.

o At this 2" interview, the Pre- Quahfymg Questionnaire should be completed, and
then the actual cleaning training is conducted with applicant with the HR director.
Salary Negotiation

¢ Upon verification that all paperwork is valid and complete, the salary must be
announced and agreed upon before applicant is actually hired. *NOTE-1t is in the
best interest of the applicant to inform them that salary negations are a topic of
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personal discussion, and at no point in time should they discuss their pay within in
our company with anyone, except the owner of the company, and/or HR director.
Training
HR director to train hired applicant using the Image Training Manual, highlights —
from the test will be given to student at this time, inform them that in order to be =
paid for their time in class, they must get a passing score on the upcoming test, .
SO LISTEN UP, the scores are tabulated graded by HR director, HR director is to
schedule training sessions, which are to be held in warehouse at the large tables,
from the hours of 8-10pm, Monday-Friday. The hired applicants are encouraged
* to take notes at this training class. They are then instructed to sign out a numbered
study manual, fake it home, to read & study. 7 days from now, they are to
schedule by HR director to come back and take the cleaning exam. *They must
return the numbered study guide at this time, in clean good condition or $50 will
be deducted from their first check. An Employee Manual must be issued,
Applicant must pass the test, which is o be administered in the Testing Room,
Applicant must get a score no lower than 80% or test the opportunity of giving the
test a second time will be offered.
Hr director to grade and record new hires scores, and make reports of such
available to management cach Thursday in the meetings.
When they pass, issue them a certificate, this proves their completion of the
Image Academy for Janitorial Training. *Make a copy of this certificate, deliver
the copy to admin. This will be placed in the employee file. Give original to
employee. This process must be kept cutrent by HR director and concluded no
later than 24 hours after the completion of the test,
HR Director reviews company policy for submitting the need for cleaning
materials & equipment, Hr director to show new staff example copies of what
they are to expected fo use, and inform them of all proper field requirements
which are required to be filled in on, Supply Request Form, for prompt, accurate
processing . Inform them that all requests are tracked, and monitored. Most
customers pay for materials and therefore are billed according to what was taken
out of the warehouse, All orders must be carefully scrutinized and monitored by
employee, Do not over order, and do not under order. Train new employee on
establishing a par for their job, and if they need assistance they are to ask their
supervisor. *If submitting Supply Request Form in the Image office they must,
time punch the requested supply request, and make a photo-copy for their records,
before depositing into the fnventory Order Box located in our warehouse. NOTE-
Inform them to check all orders before submitting, to confirm that an accurate
order is being submitted. *Incomplete or inaccurate Supply Request Forimns, will
only delay there order, and inform them they are required to fill out all fields of
the document, including the current level of inventory, as described on Supply
Order Form.
Hr Director is to review with trainee a copy of the Equipment Sign out Form, and
the company policy of being responsible for the items that are on the job-site
during their tenure of employment. Inform them that before they are issued keys
to their job, they required meeting with the Operations Supervisor and agreeing to
the current amount of equipment and cleaning stock on the job, and signing a

A
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document proving so. Inform them they will be required to take care and
inventory their supplics on a daily basis. Any Decencies and/or missing items
from employee’s jobsite that are discovered should be reported to their supervisor
immediately.
Hr director issues an Employee Manual, and instructs staff to review the
employee manual, Should they have any questions re-the training manual, they
are to make an appeintment with their supervisor. *Remember to have them sign
off that they have received the manual, and they are encouraged to read it. A copy
of the signed confirmation goes to admin to be stored in employee file.
At this time a 60 day evaluation date is scheduted, by HR director, HR director is
to report to management weekly, in a data report, who is currently scheduled for
evaluations now and in the future.
Uniforms & ID’s
An Image ID is then prepared, a photo taken and issued to new staff. Store all
photos of staff in the I Maker, listed under last name, first name.
Make a photocopy of the ID after staff has signed the card, before sealing it in
plastic. Give this photo copy to admin, for a copy to be put in employee file.
- Image T-Shirts are then issued using the T-Shirt Log, *1* shirt is free; it is $7.00

per each shirt requested. *All staff is ordered to be in a clean uniform, when on an
Image jobsite.
T-Shirt Log form must be filled out, employee and manager to sign in appropriate
fields, the ycliow copy of the log stays with the employee and white copy goes fo
administration io be kept in employee file. The appropriate deductions wifl be
made from their check. At this point newly hired trained applicant can be
instructed to report to Operations for their cleaning assignments.
Submit Paperwork
A completed Employee Packet for New Hire is submitted to administration for
W/T entry. Note-All tests administered along with results are to be included in

New employees file.
Employee Evaluations
HR Director to schedule annual evaluations with all existing staff by
using the W/T system in the Human Recourse Module. The current

employees are to be called in to office, meet with HR director Monday-Friday
from the hours of 8-10pm. They are issued a numbered training manual. They are
instructed to study and review the manual and scheduled to return to Image office,
no later than 7 days from this date and required to participate and pass the Image
Test. *1R director is responsible for making all necessary telephone calls to W/T
for needed Tech Support @ (402)-345-5660 during business hours Monday-Friday
as needed if any software needs are required,

Reprimands
Depending on the severity of the reprimand, most will be conducted through the
Operations Manager. If assistance from HR is needed, a request should be made.
All completed reprimands must be completed, signed by employee no longer than
72 hours from incident.

Terminations Process
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Employees that are terminated must have an immediate demand from HR to
Operations for a final inspection of their equipment on their job-site. Upon
confirmation of inventory of the supply closet, HR is to schedule a time to meet
with terminated employee. At this meeting all necessary documents must be
reviewed and completed before the last check is issued. All Equipment Forms
completed, keys handed in, and a possible documented discussion of why
employment has ended between us, for the record of the terminated Employee.

Employee Requests Issues

All hired company employees need to know that all requests nst be made to HR
department such as Vacation, Family Medical Leave, Income Verification,
Reference Letters, Salary Raises; Healthcare must be submztted in writing and
responded to in a timely manner,
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| Lake Park, FI 33403-2354
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meeting your needs, exceeding your expectations

N

Janitorial Services
L

TAB 11
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i 814 14™ Street
R Lake Park, F| 33403-2354
= 5 (561) 844-8778 + Fax (561) 844-8986

- Janitorial Services meeting your needs, exceeding your expectations
I I _

Additional Services |

Carpet cleaning $0.12 p/sq ft

Floor service: VCT scrub and recoat $0.13 p/sq ft
Floor service: VCT strip and recoat $.20 p/sq ft
Floor service: Steam cleaning $0.30 p/sq ft
Pressure cleaning

Window washing

Water damage restoration

Porter services $18.50 hour
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Janitorial Serwces meeting your needs, exceeding your expectations

TAB12
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& 314 14" Street
Lake Park, FI 33403-2354
sicco (561) 844-8778 « Fax (561) 844-8986

Janitorial Services meeting your needs, exceeding your expectations

Y

2)

3)

REFERENCES

Village of North Palm Beach

Contact Person: Director of Public Works - Brian Moree
hmoree@yvillage-npb.org

561-691-3440

Number of sites cleaned: 10 (7 buildings — 3 Parks)
Size of buildings: 125,859 sq ft

Primary Contact Holder

Yes

Services Start date:

2010

Problems encountered and resolutions:

None

The City of Palm Beach Gardens
Contact Person: Daniel Widdick
Dwiddick@pbgfl com

561-282-8552

Number of sites cleaned: 14 Parks — 1 Goli‘ House
Size of buildings: 15,000 sq ft

Primary Contact Holder

Yes

Services Start date:

2014

Problems encountered and resolutions:
None

Palm Beach County Health Department
Contact Person: Lynn McCullough — Facilities Manager
LymiMcCullough@flhealth.goy
561-840-4522

Number of sites cleaned: 13

Size of buildings: 309,603 sq it

Primary Contact Holder

Yes

Services Start date:

2013

Problems encountered and resolutions:
None
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Lake Park, Fi 33403-2354
S (561) 844-8778 » Fax (561) 844-8986

e .
- Janitorial Services meeting your needs, exceeding your expectations
N——

TAB13
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814 14" Street
Lake Park, FI 33403-2354
(561) 844-8778 « Fax (561) 844-8986

- Janitorlal Services meeting your needs, exceeding your expectations

TAB 14
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