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Attachment “A” - JANITORIAL TASK LIST & FREQUENCY SCHEDULE

Columns,
Offices/Confer High E?St Work Other
All Rooms/Lobby/ Break Ledges, . . S|Qe ) Rooms/ | Parking | areas as
SECTION 1 - DAILY Rooms & Ceiling | Interior | Exterior | Stairs | Courtroom | Elevator | Stairwells o
Restrooms | Common Areas & ; . . Copy | Garage | indicated
Hallways Kitchen Tr|rT1, and n Rooms by staff
Light Lobby
Fixtures
11 Vacuum all carpeted areas on first floor and second floor « « « «
daily
1.2 [Sweep and mop tile floors X X X X X
1.3 |[Clean all glass doors, windows, mirrors, & cubicles X X X X X X X X
Dispose of ALL Debris and trash (move trash to designated
1.4 X X X X X X * X X * X
dumpsters) including outside receptacles
1.5 [Vacuum and empty trash in all conference rooms * X X X
1.6 [Vacuum, empty trash, and dust in courtroom X
17 Dust office (dusting desk, shelves, doors, cubicle « « «
tops/dividers, and wooden ledges)
18 Inspect recycle bins and bring full ones down to basement, « « « «
bring empty back to original location
1.9 [Clean and disinfect stainless items/fixtures X X X
1.10 |Sanitize counters and sinks X X X
1.11 |Wipe down and clean inside and outside of microwave X X
112 Load dishwasher and begin cycle for those dishes left in and «
around sink. Supreme Court Breakroom Only
1.13 |Replenish toilet tissue, paper towels, and soap X X X
1.14 [Wipe down exterior of refrigerator X
115 Spot clean as needed: Wall Surfaces, Partitions, Doors, « « « « « « «
Doorframes, Switches, and Receptacles
1.16 |Inspect daily and remove any dirt, trash and debris. X
1.17 |Chairs and Tables wiped out and cleaned off X X X X X
SECTION 2 - WEEKLY
2.1 |Sweep and Mop X
Interior hard surface floors (including vinyl tile, granite, and
29 terrazzo floors) cleaned and free of streaks, dirt, and skipped « « «
areas; grout joints cleaned; weekly buffing to ensure
acceptable appearance.
2.3 |Wipe down all blinds and window ledges X X X X X
2.4 |Wipe down vending machines X
2.5 |Clean and disinfect shower floors, walls and doors X X X X X
2.6 [Disinfect all Restroom partitions, doors, floors & etc. X X
2.7 |Sweep, dispose of trash, oil spot removal, treatment X X
SECTION 3 - MONTHLY
31 Clean interior and atrium glass (not including exterior or . . .
outside windows except entrance areas)
3.2 [Dust picture frames/wall hangings X X
3.3 |Sweep and mop all tile floors X X
3.4 [Disinfect all trash cans and receptacles X X X X X X X X X X X X




3.5

Wipe down all file cabinets

Ceramic Tile Floors to be machine scrubbed and grout

36 cleaned.

37 Dust columns, high ledges, ceiling trim, and light fixtures and
remove cobwebs and other debris

3.8 [Dust any floor lights, HVAC Vents and free standing units

SECTION 4 - QUARTERLY

a1 All vinyl/composition tile flooring (excluding restrooms) to

be stripped and refinished
SECTION 5 - SEMI-ANNUALLY (SEPTEMBER AND MARCH)
5.1 [Carpets steam cleaned
5.2 |Granite and Terrazzo Floors Stripped and Refinished
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