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1.1
Vacuum carpeted office areas, public areas, and traffic  on all 
floors.  Note weekly requirements

X X X X X

1.2 Sweep and mop floors X X X X X

1.3
Clean all glass doors, mirrors, and panels (note other 
frequency requirements)

X X X X X

1.4
Dispose of ALL Debris and trash (move trash to designated 
dumpsters) including outside receptacles

X X X X X X X X X X

1.5 Vacuum and empty trash in all conference rooms X X

1.6
Dust office (dusting desk, bookcases, shelves, doors, cubicle 
tops/dividers, and ledges) 

X X X X

1.7 Clean restrooms daily including walls, toilets, stalls, floors. X X

1.8
Provide "restricted area" cleaning in any applicable areas 
including dusting, sweeping, mopping, and trash removal

X X X X X

1.9 Clean and disinfect stainless items/fixtures X X X X X X
1.10 Sanitize counters and sinks X X X X

1.11
Replenish toilet tissue, paper towels, soap, and air 
fresheners

X X

1.12
Spot clean as needed:  Wall Surfaces, Partitions, Doors, 
Doorframes, Switches, and Receptacles 

X X X X X X X X X

1.13
Inspect daily and remove any dirt, trash and debris from 
entrances and perimeter of building.

X X X X

1.14 Chairs and and tables wiped and cleaned as needed. X X X X

1.15
Inspect and clean "inside" glass (excludes exterior glass 
except at entrances) 

X X X X

1.16 Clean water fountains and areas around fountains X X

1.17
Inspect stairways and sweep daily with mopping as 
necessary.  Note weekly requirements.

X X

1.18
Provide trash liners with new bags twice weekly or as 
needed.

X X X X X X X

1.19 Clean and maintain entrance mats, rugs, and carpets X

1.20
Keep Janitorial Closets organized and clean with no 
unpleasant odor

X X

2.1
Sweep and/or Mop Stairwells including landings and 
any interior concrete surfaces

X X

2.2
Clean all hard surface floors in interior of building including 
buffing as needed to retain or improve acceptable 
appearance

X X X

2.3
Disinfect and clean restroom stall partitions and doors, 
including entrance door.

X X

2.4 Vacuum under desks, chairs, and tables X X X X
2.5 Wipe down all blinds and window ledges X X X X
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2.6 Dust Decorative Plants X X

2.7 Dust and clean Directory Panels (Ground and First Floor) X X

2.8
Scrub and clean outside entrances and approaches to 
buildings as needed.

X X X

2.9 Wipedown or vacuum chairs in all areas as needed X X X X
2.10 Spot removal and treatment X X X X X X X

3.1
Clean interior glass (not including exterior or outside 
windows except entrance areas) and especially large glass 
areas on fourth and sixth floors.

X X X

3.2
Deep cleaning of restroom floors and grout, including 
inside of waste receptacles.

X X

3.3 Dust picture frames/wall hangings X X X X
3.4 Dust defibrillator boxes and fire equipment X X
3.5 Sweep and mop all tile floors; machine scrubbed X X X
3.6 Dusting HVAC vents/louvers throughout building X X
3.7 Disinfect all trash cans and receptacles X X X X X X
3.8 Wipe down vending machines X X

3.9
Dust light fixtures and office corners to remove cobwebs and 
other debris.

X X X X X X X

3.10 Dust any floor lights and free standing units X X X X
SECTION 4 - QUARTELRY

4.01 Buff all non-carpeted floors x x x x x

5.1 Shampoo Carpets and Strip/Refinish Vinyl Floors X X X X X

Section 6 - AS-NEEDED

6.1
During Inclement weather, clean and remove any 
accumulated water and other debris x x x x x x x

6.2 Service any meetings areas before the meeting is held x x
6.3 Place wet floor signed in areas that are wet or slick x x x x x x x x x

6.4 Provide spot cleaning of carpets and hard surface flooring x x x x x x x x x

SECTION 3 - MONTHLY

SECTION 5 - SEMI-ANNUALLY (MARCH AND SEPTEMBER)
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