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STATEMENT OF QUALIFICATIONS

It is our goal to provide exceptional services to all our clients. 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 
IICRC - Institute of Inspection Cleaning & Restoration Certification

There certifications gave us the knowledge and the tools to respond to our customer’s 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-oriented company 

If we are chosen as your service provider, Image Companies guarantees 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. 



 
       
      1750 N. Florida Mango Road, Suite 103 
      West Palm Beach, FL 33409 
      (561) 844-8778 • Fax (561) 844-8986 

 
 

 
 Dear Procurement Committee,  
 
Ability of Personnel: 
 
a) Project Manager: Tim Wilson & Paul Saavedra 
b) Site Supervisors: will be locally hired at time of contract award 
c) Full time service Crews: will be locally hired at the time of contract award 
 
Brief Resume of each key employee who will furnish professional and technical support 
expertise on this account. This should include the following: 
 
d)  Management: 
Image Companies is located in West Palm Beach, 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.  Image 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 Florida Department of Transportation. 
 
Tim Wilson 
1. 30 Years Industry Experience, 30 with Image Companies 
2. Member of BOMA, USGBC, BSCAI, Certified IICRC (Institute of Inspection, Cleaning 
 and Restoration) - Commercial Janitorial Services, Water and Fire Damage Restoration, 
 Carpet Care and Spot Cleaning, Odor Control 
3. 20 Years Industry Experience with Green Cleaning 
 

Paul Saavedra 

1. 26 Years of Industry Experience, 25 with Image Companies 
2. Member of BSCAI (Building Service Contractors of America 
3. IICRC (Institute of Inspection, Cleaning and Restoration) - Quality Control, Commercial 
 Janitorial Service 
4. 20 Years Industry Experience with Green Cleaning 
5. English & Spanish speaking 



  

 

Yaneisy Valdes 

1. 15 Years of Industry Experience, 11 with Image Companies 
2. Human Resources / Accounting 
3. 6 Years Industry Experience with Green Cleaning 

   

Ray Valentin-  

1. 10 Years of Industry Experience, 5 with Image Companies 
2. Inventory, Warehouse & Supplies Manager 
3. English & Spanish speaking 
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Janitorial Services meeting your 
needs, exceeding your expectations 

561-844-8778
www.imagecompanies.com 

Providing quality dependable 
services since 1987 

http://www.imagecompanies.com/


Why Image Janitorial Services 

• Fervently Customer Driven.

• Your property management partner.

• Ready to serve you instantaneously 24/7.

• Utterly devoted to quality.

• Leaders in promoting indoor air quality and disinfection services.

• Locally owned and managed.

• A strongly people-oriented company.

Special Projects

• Carpet Care: State of the art equipment and  knowledgeable technicians can get your 
carpets clean, even high traffic areas. We  can also Scotch guard your upholstery and 
carpets to help keep them clean.

• Floor Refinishing: Linoleum, Vinyl, Marble, and Terrazzo floors can look their very best 
with a maintenance program the Image Companies. Providing a clean polished look that 
protects too.

• Water Damage Restoration: Rapid state of the art de-flooder, high velocity air 
movers, ozone machines, commercial grade dehumidifiers. We are an IIICRC - Certified 
flood restoration firm, which means we are qualified to return your building or office to 
its pre-loss condition.

• Paper Products & Janitorial Supplies: With over 7,000 items in stock it's easy one 
stop shopping for office, hotel, restaurant and janitorial supplies. We offer fast friendly 
service with competitive prices to meet your individual needs.

• Consulting: With our 20 years of combined experience we can set up in in-house 
cleaning program for your facility. We can help with technical training of your staff, 
establish proper labor schedules, increase productivity & help control costs.



Some of Our Clients 

Aberdeen 

 City of Fort Lauderdale   

Parks & Recreation 

 City of Oakland 

 City of Sunrise 

 Douglas Elliman Real Estate  

Harbour Ridge Country Club 

Jupiter Ocean & Racquet Club 

Mizner Country Club 

Morganti Group 

Palm Beach Polo Golf & 
Country Club 

Polo Club Boca Raton 

Town of Davie 

Wycliffe Country Club





 Coronavirus [COVID-19] Standard Operating Procedure 
 

Due to the current COVID-19 outbreak, we want to explain what Image Companies, Inc. can provide for 
property owners. 

General Cleaning May Reduce Spread of Pathogens: 

There is no way to fully prevent viral infection spread. Although spaces may be cleaned, there are no 
guarantees on total disinfection. “Preventative” cleaning is not a valid concept but vigilant wash down of 
touch-prone surfaces is recommended by the CDC and other health authorities. Wetting surfaces with a 
hospital grade, EPA-certified disinfectant is part of the process. Commonly touched areas are targeted for 
this cleaning process. 

If your property does not have confirmed coronavirus exposure, we may be able to offer these “wet-
down/wipedown” procedures. Realize this work can be done by your own staff or regular maintenance 
staff, however if you do not have enough resources we can help you. 

Confirmed or Suspected Infection Case Requires Trauma/Biohazard Team: 

If a confirmed case exists in a building then we can provide a highly trained, specialized team that can 
perform disinfection services. These teams have extensive experience working in contaminated 
environments and are fit tested and certified to wear the proper protective equipment. The standard 
operating procedure in a confirmed/suspected infection scenario is similar to general cleaning but is more 
extensive. The first step is a disinfecting wet down of all touch-prone surfaces. Once complete, a process 
called SteraMist is applied. This is a hydrogen peroxide based solution known to kill viruses applied with 
an electrostatic sprayer. 

Most commonly treated areas are: 

• Entrances and lobbies
• Elevator cabs
• Doors, frames and handles
• Light switches
• Public interior space
• Hallways/Stairways

While availability of crews and resources is constantly changing day by day, please reach out to us if the 
need arises and we can help you and prioritize needs for the affected property. No restoration company 
can guarantee 100% eradication of the virus or prevent re-infection of a property. We are following best 
practices and process as recommended by local and federal health authorities. 

Resources: 

Below is a list of resources that are available on the subject:
Florida Department of Health’s COVID-19 Webpage: https://floridahealthcovid19.gov/
Centers for Disease Control and Prevention Webpage: https://www.cdc.gov/coronavirus/2019-ncov/
Centers for Disease Control and Prevention Webpage: https://www.cdc.gov/coronavirus/2019-ncov/
community/disinfecting-building-facility.html

©2020 Image Companies, Inc. All Rights Reserved.
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Proactive Cleaning to Minimize the Transmission of 
Emerging Viral Pathogens (including Coronavirus) 

This is a general guideline for the proactive cleaning and disinfecting of surfaces to minimize the 

transmission of emergent viral pathogens including coronavirus disease 2019 (abbreviated “COVID-19”). 

This guide may be superseded by federal, state and local regulations. It is recommended before 

commencing any work that you contact your pollution insurance and workers compensation insurance 

provider to confirm coverage for emerging pathogen type work. 

About Coronavirus 
According to the U.S. Centers for Disease Control (CDC), coronaviruses (CoV) are a large family of viruses 

that cause illness ranging from the common cold to more severe diseases such as Middle East 

Respiratory Syndrome (MERS-CoV) and Severe Acute Respiratory Syndrome (SARS-CoV). A novel 

coronavirus (nCoV) is a new strain that has not been previously identified in humans. CDC is responding 

to an outbreak of respiratory disease caused by a novel (new) coronavirus that was first detected in 

Wuhan City, Hubei Province, China and which has now (as of this publication) been detected in 60 

locations internationally, including cases in the United States. The virus has been named “SARS-CoV-2” 

and the disease it causes has been named “coronavirus disease 2019” (abbreviated “COVID-19”).i  The 

CDC has setup a Coronavirus Disease 2019 (COVID-19) Situation Summary page to provide updated 

information as it becomes available, in addition to updated guidance.  

The CDC has also provided information about how the virus potentially spreads.  This is important 

knowledge for those creating cleanup plans for individual buildings and facilities.  According to the CDC, 

their current understanding about how COVID-19 spreads is largely based on what is known about 

similar coronaviruses. COVID-19 is a new disease and there is more to learn about how it spreads, the 

severity of illness it causes, and to what extent it may spread in the United States. The virus is thought to 

spread mainly from person-to-person.  This could be between people who are in close contact with one 

another (within about 6 feet) or through respiratory droplets produced when an infected person coughs 

or sneezes.  These droplets can land in the mouths or noses of people who are nearby or possibly be 

inhaled into the lungs. It may be possible that a person can get COVID-19 by touching a surface or object 

that has the virus on it and then touching their own mouth, nose, or possibly their eyes, but this is not 

thought to be the main way the virus spreads.ii 

Scope of Cleanup Protocol 
This proactive cleanup protocol involves a customer that is requesting facility or structure cleaning and 

disinfection and the customer states that there is NO active known threat of SARS-CoV-2 contamination 

or exposure. This would be a proactive cleaning action driven from current, active events. In this 

scenario, the facility can be cleaned using the general guidelines provided within this document.  

©2020 Image Companies, Inc. All Rights Reserved.

https://www.cdc.gov/coronavirus/2019-nCoV/summary.html


Please note that these are general guidelines only. Building and spaces greatly differ. Each location will

require individual planning.  

The scope of work will be created and agreed upon by the customer and the Image Companies to

ensure a set of agreeable expectations. The customer needs to acknowledge that cleaning and 

disinfecting will only apply to the current state of the structure and contents. This should be 

documented with the Request for Proactive Cleaning to Minimize the Transmission of Emerging Viral 

Pathogens (including Coronavirus) form.  The structure would not be protected from future SARS-

CoV-2 contamination if an infected person was to enter and occupy the building.  

Exclusions to Cleanup Protocol 
Beyond the scope of this cleanup protocol is a situation involving a Person Under Investigation (PUI). A 

PUI includes someone who is involved in a quarantine situation or has come in contact with someone 

who has been in a quarantine situation. Also, beyond the scope of this cleanup protocol is a situation 

involving a confirmed positive case of SARS-CoV-2. In both these situations, it is advised to not perform 

any work without contacting the proper governmental agency (CDC, Health Department, etc.). In these 

situations, the protocol/scope needs to be provided by the presiding governmental agency. Do not 

perform this work without that oversight in place.   

Cleanup Scope of Work and Planning 
The CDC encourages cleaning of high touch surfaces such as counters, tabletops, doorknobs, bathroom 

fixtures, toilets, phones, keyboards, tablets, and tables at a minimum.iii  These same surfaces are 

mentioned in the CDCs guidance for commercial spaces as well. iv  

Cleaning removes the soil and dirt that harbors the infectious agents, while disinfecting kills the 

remaining environmental pathogens.v  Cleaning is a necessary first step in disinfecting a surface.  Both 

cleaning and disinfecting must be a part of your scope of work and plan.   

Surfaces to consider for cleaning and/or disinfecting based on porosity would include but are not limited 

to: 

Kitchen/Food Areas Bathrooms Classrooms Offices 

• tables and chairs

• countertops

• cabinets and pulls

• doorknobs

• floors-hard
surfaces/wood

• mats

• food contact
surfaces

• light switches

• paper towel/napkin
dispensers

• push doors

• bathroom stalls

• countertops

• cabinets/vanities
and pulls

• doorknobs

• floors-hard
surfaces/wood

• handrails

• light switches

• paper towel/napkin
dispenser

• sink hardware

• sinks

• soap dispensers

• book covers and
binders

• carpets

• chairs

• computer
equipment

• countertops

• doorknobs

• floors- hard
surfaces/wood

• small hard surface
items

• light switches

• mats

• carpets

• chairs

• telephones

• computer equipment

• countertops

• doorknobs

• floors- hard
surfaces/wood

• light switches

• rugs

• shared office
equipment

• tabletops/desktops

• water fountains

Toll Free: 800-672-0693
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• salt and pepper
shakers

• sink hardware

• soap dispensers

• tabletops

• toilets

• diaper changing
station

• paper
towel/napkin
dispensers

• rugs

• sink hardware

• sinks

• soap dispensers
tabletops/desktops

Retail Space Hallways Other 

• shelving

• racking

• displays

• mannequins

• packaged inventory

• carpets

• fitting room stalls

• chairs

• telephones

• computer
equipment and
registers

• sales counters

• doorknobs

• floors- hard
surfaces/wood

• light switches

• rugs

• tables

• water fountains

• carpets

• diaper-changing
pads

• diaper-changing
tables

• doorknobs

• floors- hard
surfaces/wood

• handrails

• light switches

• playground
equipment

• rugs

• water fountains

• Fitness equipment

• Lamps

• Storage bins

• Shelves and racking

• Lockers

• Stair handrails

• Elevator cars

Some items may need to be pretested to determine is cleaning and disinfecting is possible without 

causing damage.  Be cautious of valuable pieces of art; some cleaning processes could cause damage to 

these items. 

Personal Protective Equipment (PPE) 
Personal protective equipment (PPE) should be selected and used to maintain worker health and 

safety.  

©2020 Image Companies, Inc. All Rights Reserved.

https://shop.servpronet.com/personal-safety/disposable-paper-mask-n95-7003
https://shop.servpronet.com/personal-safety/nitrile-disposable-gloves-5-mil-7051gl
https://shop.servpronet.com/personal-safety/nitrile-disposable-gloves-4-mil-7055gl
https://shop.servpronet.com/personal-safety/nitrile-disposable-gloves-6-7-mil-7054g-group
https://shop.servpronet.com/personal-safety/chemical-splash-goggles-7004


Doffing procedures should be established and adhered to throughout the cleaning and disinfecting

process.  Cleanup personnel should don PPE prior to engaging in cleaning and disinfecting surfaces, 

and/or manipulating contents. 

During the cleaning and disinfecting process, cleanup personnel should keep their PPE on while working 

in the space.  Cleanup personnel should avoid touching their face while working to limit dermal 

exposure. 

Doffing procedures should be established and adhered to throughout the cleaning and disinfecting 

process.  When removing PPE and other soiled materials, do not allow the outer surfaces of PPE and 

other soiled material to contact bare skin. Wash hands with soap and water for at least 20 seconds after 

exiting the workspace.  

Cleanup Procedures 
These procedures focus on the critical role cleaning plays in preventing the transmission of viruses. 

Cleanup procedures may vary depending on the environment, but the general guideline includes [1] 

cleaning of porous and non-porous surfaces, [2] disinfecting of non-porous surfaces, [3] cleaning and 

disinfecting of equipment, tools, and/or supplies used for cleanup process, and [4] disposal of waste. 

1. Cleaning of Porous and Non-porous Surfaces
The CDC describes cleaning as removing germs, dirt, and impurities from surfaces or objects.

Cleaning works by using a detergent and water to physically remove germs from surfaces. This

process does not necessarily kill germs, but by removing them, it lowers their numbers and the

risk of spreading infection.vi

Some materials cannot be cleaned with detergent and water without being damaged.  For this

reason, paper and paper products are not able to be cleaned and/or disinfected.  Cleaning

methods typically used on water sensitive materials such as vacuuming or dry sponging would

not be capable of removing enough soil and residue to be effective.

Porous materials like carpet, area rugs, upholstered items, and draperies that are not water

sensitive, can be wet cleaned using a Hot Water Extraction or Deluxe Preconditioner and Rinse

method.

Non-porous materials like hard surface floors, cabinets, countertops, doorknobs, and plumbing

fixtures can be wet cleaned using a variety of Image Companies  hard surface cleaners (general

purpose cleaners) and cleaning methods. 

2. Disinfecting of Non-porous Surfaces
The CDC describes disinfecting as killing germs on surfaces or objects. Disinfecting works by

using chemicals to kill germs on surfaces or objects. This process does not necessarily clean dirty

©2020 Image Companies, Inc. All Rights Reserved.

https://servpro.interactgo.com/Interact/Pages/Content/Document.aspx?id=2382
https://shop.servpronet.com/decontamination-mold-remediation/servproxide-100
https://servpro.interactgo.com/Interact/Pages/Content/Document.aspx?id=2382


surfaces or remove germs, but by killing germs on a surface after cleaning, it can further lower 

the risk of spreading infection.vii 

Not all surfaces can be disinfected.  Because of the porosity of some materials, disinfection is 

not possible.  This includes carpet, area rugs, upholstered items, and draperies.     

Non-porous materials like hard surface floors, cabinets, countertops, doorknobs, and 

plumbing fixtures can be disinfected using a variety of disinfectants within the Image 
Companies  product line.  

Currently there are no disinfectants that have been tested specifically for this particular 

emerging viral pathogen. The CDC recommends usage of a labeled Hospital Grade disinfectant 

with claims against viruses similar to SARS-CoV-2.   

Hospital-grade disinfectant that has demonstrated effectiveness against viruses similar to SARS-

CoV-2 on hard, non-porous surfaces. Per the CDC, this product can be used against SARS-CoV-2 

when used in accordance with the directions for use against Norovirus Feline Calicivirus and 

Canine Parvovirus, Strain Cornell-780916, ATCC VR- 2016 on hard, non-porous surfaces.  

Currently has EPA-approved claims for Feline coronavirus (Strain WSU 79-1683, ATCC VR 989) 

and Canine coronavirus (Strain 1-71, ATCC VR-809). As with all emerging-type pathogens, 

proper PPE use is of the utmost importance. 

These disinfectants are normally applied using a spray bottle, pump-up sprayer, electric sprayer, 

or ULV Mister and must dwell on the surface for 10 minutes.  Once again, follow label directions 

for the specific disinfectant being used.   

The CDC encourages the use of disinfecting wipes on electronic items that are touched often, 

such as phones and computers. Pay close attention to the directions for using disinfecting wipes. 

It may be necessary to use more than one wipe to keep the surface wet for the stated length of 

contact time. Make sure that the electronics can withstand the use of liquids for cleaning and 

disinfecting.viii    

3. Cleaning and Disinfecting of Equipment, Tools, and/or Supplies Used for Cleanup

Process
Any equipment, tools, and/or supplies used for the cleanup process must be cleaned and

disinfected using the cleaning methods described in step 1 and 2.  This is to ensure that

potential contamination is not moved to other parts of the structure.

4. Disposal of Waste
All used gloves and disposable respirators should be bagged within the work area.  As of the

date of this publication, waste can be disposed within your franchise dumpster.  Cleaning towels

should be bagged separately and taken back to the franchise location for laundering.

©2020 Image Companies, Inc. All Rights Reserved.
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Recommendations for Property Owners 
Beyond the cleaning performed by the provider, property owners must understand that persons 

infected with the SARS-CoV-2 virus and/or COVID-19 that enter their property will potentially infect 

others and deposit the virus on surfaces.  

According to the CDC, the virus is thought to spread mainly from person-to-person.  This could be 

between people who are in close contact with one another (within about 6 feet) or through respiratory 

droplets produced when an infected person coughs or sneezes.  These droplets can land in the mouths 

or noses of people who are nearby or possibly be inhaled into the lungs. It may be possible that a person 

can get COVID-19 by touching a surface or object that has the virus on it and then touching their own 

mouth, nose, or possibly their eyes, but this is not thought to be the main way the virus spreads.ix 

The CDC has setup a webpage titled Preventing COVID-19 Spread in Communities which addresses 

homes, childcare and K-12 schools, colleges and universities, work environments, healthcare settings, 

and large community events and mass gatherings.    

For business purposes, the CDC recommends routine environmental cleaning.  This should include 

routinely cleaning all frequently touched surfaces in the workplace, such as workstations, countertops, 

and doorknobs; and provide disposable wipes so that commonly used surfaces (for example, doorknobs, 

keyboards, remote controls, desks) can be wiped down by employees before each use.x  For structures 

that utilize an internal or external janitorial crews, it is recommended that they follow proper cleaning 

protocols established by the CDC. 

i https://www.cdc.gov/coronavirus/2019-nCoV/summary.html 
ii https://www.cdc.gov/coronavirus/2019-ncov/about/transmission.html 
iii https://www.cdc.gov/coronavirus/2019-ncov/hcp/guidance-prevent-
spread.html?CDC_AA_refVal=https%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2F2019-ncov%2Fguidance-prevent-
spread.html 
iv https://www.cdc.gov/coronavirus/2019-ncov/specific-groups/guidance-business-response.html 
v https://www.issa.com/infectionprevention 
vi https://www.cdc.gov/flu/school/cleaning.htm 
vii https://www.cdc.gov/flu/school/cleaning.htm 
viii https://www.cdc.gov/flu/school/cleaning.htm 
ix https://www.cdc.gov/coronavirus/2019-ncov/about/transmission.html 
x https://www.cdc.gov/coronavirus/2019-ncov/specific-groups/guidance-business-response.html 
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24/7 Emergency Service 
Licensed and Insured 
All Work    Guaranteed 

Timothy B. Wilson 
1750 N. Florida Mango Rd., 

Suite 103
West Palm Beach, FL 33409 

561-844-8788 Ext. 111
Cell 561-310-1111

©2020 Image Companies, Inc. All Rights Reserved.
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FREQUENCY DRIVEN PROGRAMS

Image Janitorial Services is not in the business of playing catch up 
cleaning. We are in the maintenance business. In order to maintain a 
high level of service we have provided a program which sets frequencies 
and set days / dates for service items to be addressed. Each frequency 
driven item will be set up in the Image Work Ticket System. This ticket 
identifies and directs staff on the who, what, where, when and why a 
service is to be done. Our Account Managers use these established 
systems to keep your buildings clean at all times. We do not wait for any 
specific item to be dirty, we maintain it at all times.

The key to a successful janitorial program is supervision. There are many 
words tor It: Trust but verify, inspect what you expect etc. Simply put we 
check our employees. All programs are set up with a Lead janitor for daily 
excutition and supervision of staff. In addition, there will be a permanently 
assigned Account Manager who will work with lead and Staff to ensure 
quality. The Account Manager will also meet with the client on scheduled 
basis to address client concerns, receive feedback and identify opportunities 
for service. 
All clients will have multiple ways to relay information and requests.

1. Account Manager Cell Phone
2. Account Manager Email
3. lmage Corporate Office Operations Clerk - The Operations Clerk works in 

support of the Account Manager to schedule special services, receive and 
dispatch client concerns to the Account Manager and ensure clients 
communications are promptly dealt with.
561-844-8778 Ext O

4. Clients may also email to correspondence and requests to
operationsclerk@imagecompanies.com or tracking@imagecompanies.com 

SUPERVISION

_______
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Work Plan and Project Management Strategy 
 
Management of The Town of Lake Park begins with the right hire.  Image Companies have an intensive hiring 
process that begins with the Application process. The application is entered into the Image Applicant Insight 
Program.  This software program unique and proprietary to Image Companies allows us to review each 
applicant for 15 different factors that we have determined are crucial to 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 
applicant’s experience in the janitorial field, language and writing abilities, workload and time availability, 
location and traveling ability as well as many other factors. This information which is reviewed for each 
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 employee is hired and before any 
Image employee is placed on any job site; Each Image employee must attend Image Academy.  Image Academy 
is classroom training where all employees are 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.  Regularly scheduled classes are mandatory for all Image employees.   
 
Topics of Discussion are: 
a) Basic Janitorial Services  
b) Restroom Care  
c) Office Cleaning  
d) Green Cleaning  
e) Chemical Handling and Usage  
f) Floor and Carpet Services  
g) Communications  
h) Safety, Ladder Safety, Chemical Safety, and Blood Born Pathogen Protocol.   
 

Prior to being assigned a permanent Jobsite each Image employee must take and pass a 90-question final exam.  
This examination allows us to review each employee’s retention of the material and to determine what may 
need to be reviewed and also what specific job functions or roles each employee may be best suited for. Each 
employee has been screened and properly trained they are then placed on the job site where Image Team 
Management Software assists all Image employees from 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 
that will allow Image to provide regular and real-time reports to the Janitorial Services as required by the EPW.  
 
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 Janitorial Services as well as Department of Labor 
standards. Image Time & Attendance is a versatile, robust, time and attendance 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 
When the Image employee arrives at the job site, he/she uses a designated touch tone telephone to call into the 
Image Time and Attendance number.  The system greets the employee, asks for a unique employee number and 
presents the employee 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 quick and easy for the employee.   

Features & Benefits 
Location verification with Caller ID – We know where our employees are clocking in and out from. 

• In the job set up, Image is able to enter a valid list of phone numbers from which the employee can 
check in and out.  

• When an employee places a call to Image 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 to the number on the 
incoming call.  

• 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 Janitorial Services 
preferences per the RFP or discussions with Janitorial Services which it determines the most 
advantageous.  

Alert Notifications – We find out about problems at the job 1st and quickly.  

• Image Time and Attendance’s sophisticated notification system will alert appointed employees in our 
organization to attendance discrepancies such as tardiness, absences, and caller ID mismatches.  

• All supervisors and Acct Managers have the option to be notified via e-mail page or with a message in 
our individual voice mailbox.  

• Notification tolerances are configured based on Janitorial Services Schedule. For example, Image could 
wait 10 minutes after the shift start time before notifying a supervisor of an absence or it could wait 5 
minutes – the options are virtually limitless.  

• Settings can vary by job, location, schedule, day, employee, and or client preference as well for ultimate 
flexibility.  

Integrated voice messaging – provides a friendly communication tool for employees and supervisors.  

• All employees with access to Image Time and Attendance have their own voicemail box.  
• Employees can leave messages for supervisors and vice versa. Bilingual ability – Standard English and 

Spanish prompts; Voice Verification – Prevent employees from clocking in and out for each other in 
between travel time between jobs 

 

 

 

 

 



Work Scheduling 
 

After winning new business, how do we ensure that the schedule you committed 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 the new business, information about the 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. 

• Tracks periodic and project work for each job to ensure that no task ever gets missed. As tasks and 
contract responsibilities become due a work ticket and report are generated for each task due.  Each 
work ticket and report are distributed to the Image employee and supervisor responsible for the 
completion of the work.     

• 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 Janitorial Services 
concerns/requests are executed correctly.   

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

• Events can be entered as one-time or recurring tasks.  Many recurring frequencies are available, 
including daily, weekly, bi-weekly monthly, quarterly, semi-annually, and certain days of the 
week.  Win Team can also specify a custom frequency. 

• Billable and non-billable items are tracked.   
• After the task is scheduled, Win Team will remember based on the frequency specified.  Work tickets 

will be generated for employees to complete.  If the task is billable, after the work ticket is marked as 
“Complete,” the billing details are available in the Accounts Receivable invoicing module for immediate 
billing.   

This program also contains an interactive calendar for all scheduled work.  The calendar has multiple views, 
including daily, weekly, and monthly views.  In addition, multiple 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 the Account Manager, down to the Supervisor level users can: 

• 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 track 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, and proactive and help The Town of Lake Park 
save money.  In addition, it is extremely effective in tracking and complying with the LEED reporting 
requirements.  

 Compliance Tracker: 

• 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 
Inventory supplies are a large cost of doing business.  If Image is not effectively monitoring supplies and their 
associated costs, it is possible that the costs associated with keeping the Janitorial Services would be inflated.  
Reporting requirements such as chemical and equipment purchases are easily tracked, retrieved, and reported 
with ease. 

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

• Each item has its own master file record 
• Track warehouse information, quantities on hand, and re-order levels 
• You can also store quoted prices from your vendors for each item to have on file 
• When an item is sold, used at a job site, or drop-shipped, each step of the transaction is tracked closely  
• 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 is tracked. 

All material costs are tracked closely at the job level, which gives both Image and the Janitorial Services great 
insight into the material cost at each job but most importantly it will ensure that both Image and Janitorial 
Services are in compliance.  



E 



Staffing and Cleaning Responsibilities 
 
The daily cleaning and staffing for the Town of Lake Park will be performed by permanently 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 areas without prior authorization from Supervisor and Manager. In the event of staff being absent, the 
on-call staff will be placed in a position to cover those specific areas until the assigned permanent employee 
returns to his/her daily duties. 
  
Additional Quality Control Inspector* Each Image Account is randomly selected for inspection.  The Town 
of Lake Park will have a minimum of 2 days per week of unannounced 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 Supervisor to be 
shared with Image staff 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 allows for the setup 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 
daily. 
 
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 not only the 
staffing requirements but also have staff available for specialty work and or Supervisory requests for 
additional staff to maintain the Town of Lake Park as necessary. 
 
All staff will be directed by the Assigned Area Manager in conjunction with the Assigned Supervisor.  With 
the daily work tickets, reports, and recurring service schedule which is dictated by the RFP and built into 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 
Annually).  This is 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 to ensure The Town of 
Lake Park’s satisfaction.  These regularly scheduled services and any additionally requested services are all 
available for review by both Image and Town of Lake Park staff. 
 

Quality Control and Correction 
 
The Town of Lake Park cleaning 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 Town of Lake Park.  Image will supply the 
Town of Lake Park cleaning staff 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 Supervisor to be shared with Image staff 
for feedback, correction, and training. *(Note-Quality Control Inspector is not part of the minimum 
requirements for The Town of Lake Park this is customary on all Image job sites and believe this additional 
step allows Image to provide better services for our clients.  Image client retention is 7x the industry average.  
The industry average is 18 months for Client retention.  Image client retention is 7 years) *   
 
 



Day Time Porters:  
 
Day Time Porters assigned for The Town of Lake Park will follow all the Cleaning Specifications given by 
The Town of Lake Park by area and by time. 
 
Day Time Porters placed on the job site will go thru our training class. Routine service during the daytime 
has a different approach that the services at nighttime. Day Time Porters will be bilingual, and we enforce 
the dress code.  
 

Management: 
 
Location and Service Area 
 
Image Companies has our Corporate office located in West Palm Beach, Florida. Client / Prospective Clients 
Tours of the Image Offices are available. Meet the staff and see our Operations Center, Inventory 
Warehouse, Image Academy Training and much more.  Image has 1 hour response time to all locations 
within our service area.  Our entire staff will be hired locally including all janitorial, Specialties Service 
Teams. Most importantly Image Companies services rest above all else on the staff assigned.   

 
The following staff would be directly assigned to the Town of Lake Park. 
 
Tim Wilson- 25 Years of Industry Experience, 25 with Image Companies 
Member of BOMA, USGBC, BSCAI, 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 of Industry Experience with Green Cleaning 
 
Paul Saavedra- 20 Years of Industry Experience, 20 with Image Companies 
Member of BSCAI (Building Service Contractors of America  
IICRC (Institute of Inspection, Cleaning, and Restoration) - Quality Control, Commercial Janitorial Service  
10 Years of Industry Experience with Green Cleaning 
Bi-lingual (Spanish and English) 
 
 
Finally, Image will 100% self-perform the Eco-Friendly Cleaning of the Town of Lake Park.  There will be 
no subcontractor(s) used to provide any services. 
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We staff a new building from four sources: ��,:� 
 · ��-" ... , ·
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of personnel, including naturalization and immigration laws.

Image Janitorial Services - Staffing



All new employees receive in depth training to ensure that 
the high standards expected by Image Janitorial Services, Inc 
and its clients are maintained. 

Image Janitorial Employee Training Program 

Outlines employee training and ensures no steps are 
omitted thru classroom training, video training, practical 
applications, chapter quizzes and a final exam. A mini boot 
camp for all employees. 

Classroom Training: 

1. 
2.

3. 

4. 
5. 

Cleaning methods and specifications. 
Types of and operation of equipment. 
Chemicals and their safe use including Material Safety 
Data Sheets (MSDS), Blood Borne Pathogen Programs. 
Customer relations. 
Security Procedures 

Testing: 

After all employees have successful completed the 
Classroom training which includes a comprehensive final exam, 
all employees are then assigned to a jobsite for their continued 
education. 

On site training: Training Continues ... 
1. New employees are assigned an area, group or task always

with an on-site supervisor.
2. Tl1e supervisor on site works with and instructs new

employees to meet customer specifications.
3. Inspection and oversight is vital to quality training.

Training & Continued Education



G 
All Upon Request:

1. Image Policy – Security Procedures & Image Training Manual

2. Image Hurricane Policy & Family Plan

3. Training Environmental Health & Safety

4. Training – Bloodborne Pathogen Training

5. Training – Safety is Everybody’s Business
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Image Janitorial Services, Inc. Tel: 561-844-8778
814 14th Street Fax: 561-844-8986
Lake Park, Florida 33403

Jobsite # / Jobsite Name Inspected Prior to Cleaning
Date of Evaluation:       /        /      Time      :      am/pm      Inspected Post Cleaning 

Inspection Performed by: (Print Name)
Office Areas , Multi Use, Dining Room Restrooms
Area Inspected____________________ (110) Area Inspected____________________ (100)
1) Floors(Vacuum, Mop) 1)Floors
2) Carpets 2)Wall, Partitions
3)Recycling Containers 3)Fixtures (Sink)
4) Trash Cans Total Score 4)Fixtures (Toilet) Total Score
5) Glass (Doors, Tables, Wndws) 5)Mirrors
6) General Dusting (Desks, Workstation) 6)Fans/ AC Vent
7) Windowsills, Picture Frame 7)Dispensers
8) Chairs, Chair Bases 8)Doors and Door Jams
9) AC Vents 9)Toilets Bowls, Urinals
10) Baseboards (Corners & Edges) 10)Countertops
11) Finishing

Cafeteria,  Kitchens
Lobby Entry (Interior & Exterior) Area Inspected____________________ (100)
Area Inspected____________________ (110) 1)Floors (Kitchen)
1) Floors (Vacuum, Mop) 2)Floors (Dining Area)
2) Glass 3)Floors (Bar Area)
3) Elevator Cabs /Metal 4)Grill Hoods Total Score
4) Elevator Tracks Total Score 5)Walls 
5) Directories 6)AC Vents
6) Dusting 7)Metal Work
7) Doors and Door Jams 8)Vending Areas
8) Trash/Cigarette Urn 9)Kitchen Mats
9) Track Off Mats 10)Floor Drains
10 )Water Fountains
11)Stairs and Railings Area Inspected_______________________(110)

________________________________
Image Operation Items 1) Floors(Vacuum, Mop)
Area Inspected____________________ (100) 2) Carpets
1)Light Fixtures 3)Recycling Containers
2)Frequency Books 4) Trash Cans Total Score
3)Equipment 5) Glass (Doors, Tables, Wndws)
4)Janitor Closets Total Score 6) General Dusting (Desks, Workstation)
5)MSDS Posted 7) Windowsills, Picture Frame
6)Specifications Posted 8) Chairs, Chair Bases
7)Job # Posted 9) AC Vents
8) Emergency Office # Posted 10) Baseboards (Corners & Edges)
9)Dumpster 11) Finishing
10)Employee Uniform / ID Worn

Specialty Services RECOMMENDED SERVICES:
Area Inspected____________________ (100) 1) Floor Services 
1)VCT Tile a) Scrub/Recoat
2)VCT Tile Corners / Edges/ Baseboards b) Strip/Wax
3)Ceramic Tile 2) Carpet Cleaning
4)Ceramic Tile Corners/Edges/Baseboards Total Score a) Steam Clean
5)Carpet ( Full cleaning   / Spotting ) 3) Restrooms
6)Window Interior a) Steam Clean
7)Window Exterior b) Scrub

Client Late Workers

Quality Control ScoreCard Quaterly Walk - Through Report



List of Deficiences
1)

2)

3)

4)

5)

6)

7)

8)

9)

10)

11)

12)

13)

14)

15)

16)

17)

18)

19)

20)

1-All Fields must be Filled out.

Total Evaluation Points>>>>>>>>>>>>>>

Divided by Total Possible Points>>>>>>>

Equals Performance Percentage>>>>>>

4- Any Score Below 92 is Unacceptable.  Direct
Staff on Areas which need Improvement.  Hand In
QC Scorecard for Recording to Operations Clerk.

2- Inspect an Area and Enter the Score
10- Excellent 5-Fair 1-Unacceptable

3-Total Evaluation Points and Possible Points.
Divide to Get Quality Control Score
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