
EXHIBIT "A" 

City Auditorium, Johnson Community Center, City Office and Airport 

Caretaker Duties 

Bid Instructions 

Prospective bidders should submit one bid for a monthly amount for services to be performed at the 
City Auditorium, Johnson Community Center, City Office and Airport Terminal Building. 

JOB DESCRIPTION: 

The Auditorium and Johnson Center buildings shall be checked a minimum of twice a week. The City 

Office is to be cleaned weekly during non-business hours. The Caretaker shall check with the City 

Office periodically to see when the buildings have been rented. The airport terminal building shall be 

cleaned twice a month. All buildings shall be cleaned as listed below under Basic Cleaning Services.  

An inventory shall be kept of all supplies, utensils, plates, pots and pans, towels, washcloths, tables 

and chairs. The caretaker shall notify the City Office of cleaning supplies that are needed along with 

soaps, toilet paper and paper towels, or otherwise arrange to purchase them locally at Hogeland's 

Market, Trustworthy Hardware, or Main Street Variety and turn the receipts into the City Office. 

All facilities such as air conditioning, heating, water heaters, kitchen ranges, sinks, refrigerators, 

restrooms, toilets, towels, tables, chairs, lights, light switches, exit and interior doors, exit lights, ceiling 

fans, stage curtains, dishes and silverware shall be checked to see that all are in working order and are 

being maintained. If there is a problem it should be reported to the City Office as soon as possible. The 

City Superintendent (Russ Pfeil) and City employees will perform the necessary repairs. 

BASIC CLEANING SERVICES: 

Bathrooms- should be done at least twice a week and after each rental: (Auditorium outside bathrooms should be included 

in these duties, only when used for special events and unlocked by City personnel.) 

1. Clean sinks & toilets (use pumice stone on toilets as needed) 

2. Sweep and Mop floor 

3. Dust 

4. Clean mirrors 

5. Dump all trash 

6. Replace paper towels, toilet paper and soap 

7. Replace any deodorizers and urinal screens 

8. Clean shower when necessary 

9. Check for cobwebs and dead insects 

10. Scrape gum or tape from the floor and walls 



Main Room- should be done at least twice a week and after each rental: 

11. Sweep and Mop floor, this includes the stage and stairs 

12. Dust all windowsills and shades 

13. Dump all trash 

14. Clean lights and light fixtures 

15. Vacuum floor any floor mats 

16. Wash and Windex doors 

17. Check outside (the lawn) for trash 

18. Check for cobwebs and dead insects 

19. Scrape gum or tape from the floor and walls 

Kitchen- should be done at least twice a week, and after building is rented: 

20. Clean sinks 

21. Sweep and Mop floor 

22. Dust all windowsills and shades 

23. Dump all trash 

24. Clean lights and light fixtures 

25. Vacuum rugs and mats 

26. Wash doors and Windows 

27. Clean Microwave, Ovens, and Refrigerator, and dust them 

28. Check refrigerator for left behind food and/or spills. If food is left, dispose after 2 days. 

29. Check for cobwebs and dead insects 

30. Scrape gum or tape from the floor and wall. 

AUDITORIUM ONLY:  

The furnace/heating thermostat setting should be:  55° when not in use 

65° when in use 

The A/C thermostat setting should be: 85° when not in use 

75° when in use 

The ceiling fans should be set on low or be turned off when building is vacant (not being rented). 

Cleaning supplies are either in the closet back by the restrooms or under the kitchen sink.  

Tables and Chairs shall be put away in the proper places. The tables are stacked along the north wall by the glass 

door entrance. The chairs are to be put neatly on the racks in the back room by the restrooms. No tables or chairs 

should be left out. 

JOHNSON CENTER ONLY: 

The furnace/heating thermostat setting should be:  55° when not in use 

65° when in use 

The A/C thermostat setting should be: 85° when not in use 

75° when in use 

Cleaning supplies are located in the large 2-door closet in the main room and other supplies will be found in the 

kitchen cabinets. 



Leave 9 tables lined up along the west wall. The chairs go on the rack located in the storage closet where the 
cleaning supplies are located. No chairs shall be left out. 

The three entrances to the Johnson Center are all keyed the same and they lock automatically so don't forget to use 

the hex key. All doors that lead to the Fire Hall should be locked at all times. 

AIRPORT TERMINAL ONLY:  (in addition to Basic Cleaning Services listed above) 

1. Vacuum and Sweep all Rooms 

2. Wash doors and windows 

3. Bomb for spiders as needed 

Additional Services 

In the event any location is not cleaned properly after any rental, the City Administrator or City 

Clerk should be immediately notified. They will inspect the premises and determine whether 

additional cleaning is necessary. Any damages or problems should be reported to the City 

Administrator or City Clerk. 

1. Caretaker has the responsibility to launder all towels used by renter in all locations. 

2. Caretaker will pick up all trash surrounding buildings. 

3. Caretaker shall make arrangements to have the Johnson Center and Auditorium floors buffed 
and waxed periodically as needed, or as the budget allows.  

4. The City contracts with Aramark Uniform Services for regular laundering of dust mops. 
Caretaker is responsible for bringing the dirty dust mops to the City Office to exchange 
them for clean mops. 

ALL SUPPLIES WILL BE PROVIDED BY THE CITY OF ALMA. 


