Scope of Work: Office Cleaning Services
1. Objective 
The objective of this agreement is to ensure a clean, sanitized, and professional working environment for the offices and studios located at: 
Cherokee Film Studios
16990 East 116th Street
Owasso, OK 74055

2. Schedule of Services 
Cleaning services shall be performed two (2) days per week:
· Tuesday: Any time between 1:00pm and 5:00pm
· Friday: Any time between 1:00pm and 5:00pm

3. Scope of Work
General Offices & Workspaces (including Hair and Makeup Rooms, Client Lounge, Crew Lounge, and Dressing Rooms)
· Dusting: All horizontal surfaces including desks, tables, and bookshelves.
· Floors: Vacuum all carpeted areas and rugs; sweep and mop all hard surface flooring.
· Trash Removal: Empty all wastebaskets and recycling bins; replace liners and dispose of trash in designated outdoor receptacles.
· Glass Surfaces: Spot clean glass partitions, mirrors, and internal windows to remove fingerprints and smudges.
· Electronics Care: Dusting of monitors and external surfaces of hardware (using dry microfiber cloths only).
Kitchenette
· Sanitization: Wipe down and disinfect countertops, sinks, and faucets.
· Appliances: Clean the exterior of the microwave, refrigerator, and coffee makers.
· Furniture: Wipe down and sanitize tables and chairs.
Restrooms
Restrooms include Studio A Central, Studio A North Side, Studio A Mezzanine and Studio B.
· Sanitization: Clean and disinfect toilets, urinals, and sinks.
· Refilling: Replenish soap dispensers, paper towels, and toilet tissue.
· Polishing: Clean mirrors and polish chrome fixtures.
Other Special Areas (Control Room and Editing Suites)
· High-Touch Points: Sanitize doorknobs, light switches, and common-area handles.
· Delicate Areas: Dusting of shelving and equipment racks. Any equipment that should not be touched will be established in-person with the contractor by the soundstage manager

4. Supplies and Equipment
· Contractor Provided: The contractor shall provide all cleaning chemicals, vacuums, mops, and microfiber cloths. All chemicals must be commercial-grade and environmentally safe.
· Client Provided: The client will provide consumable paper products (toilet paper, paper towels), trash liners, and hand soap.

5. Security and Access
· The contractor will be given access during regular business hours on the schedule above.
· Certain rooms are off limits to the contractor and will be identified in-person
· Depending on the requirements of projects that are scheduled on any given day of cleaning, access may be temporarily declined to areas determined by the soundstage manager.
· A list of days the facility will be closed for holidays will be provided by the client.
· The client will make an effort to contact the contractor in case of closures caused by weather situations, power outages or unforeseen situations.

6. Quality Control and Communication
· Point of Contact: Any issues or specialized requests should be directed to Todd Roberts, Soundstage Manager
· Reporting: The contractor should report any maintenance issues found (e.g., leaky faucets, burnt-out lights) to the soundstage manager immediately.

7. Certificate of Insurance
The contractor shall provide a certificate of insurance.
