Office Cleaning Checklist
Building: [name and address]
Cleaning days and hours: [ ]
Entrance and lobby
[ ] Vacuum walk-off mats and entry carpet (every visit)
[ ] Spot-clean entrance doors, glass and push plates (every visit)
[ ] Dust and wipe the reception counter and seating (every visit)
[ ] Empty trash (every visit)
[ ] Clean entrance glass inside and out, to reachable height (weekly)
[ ] Vacuum upholstered lobby furniture (weekly)
[ ] Dust vents, ledges and picture frames (monthly)
Offices and workstations
[ ] Empty trash and recycling, replace liners as needed (every visit)
[ ] Vacuum open carpet and traffic lanes (every visit)
[ ] Dust clear desk surfaces, leaving papers where they are (every visit)
[ ] Wipe door handles, light switches and other high-touch points (every visit)
[ ] Vacuum edges, corners and under desks (weekly)
[ ] Dust window sills, partitions and the tops of filing cabinets (weekly)
[ ] Wipe interior glass and partitions (weekly)
[ ] High dusting: vents, ledges and cabinet tops (monthly)
[ ] Wipe baseboards (monthly)
Conference rooms
[ ] Wipe tables and straighten chairs (every visit)
[ ] Clean whiteboards only where marked OK to erase (every visit)
[ ] Empty trash and vacuum (every visit)
[ ] Wipe chair arms and bases (weekly)
Restrooms
[ ] Clean and disinfect toilets, urinals, sinks and counters (every visit)
[ ] Restock toilet paper, paper towels, soap and seat covers (every visit)
[ ] Clean mirrors, faucets and flush handles (every visit)
[ ] Empty trash and sanitary bins, replace liners (every visit)
[ ] Mop the floor with a disinfectant (every visit)
[ ] Wipe partitions, doors and the walls around fixtures (weekly)
[ ] Pour water down floor drains so the traps don't dry out and smell (weekly)
[ ] Deep-clean tile and grout, and dust vents and light fixtures (monthly)
Break room and kitchen
[ ] Wipe counters, tables, the sink and appliance fronts (every visit)
[ ] Empty trash, recycling and compost (every visit)
[ ] Mop the floor (every visit)
[ ] Clean the inside of the microwave (weekly)
[ ] Wipe cabinet fronts (weekly)
[ ] Clean out the refrigerator on a set day, after staff are told to take their food home (monthly)
Floors and windows
[ ] Extract carpet in entrances, break rooms and main traffic lanes (a few times a year)
[ ] Scrub and recoat vinyl tile (a few times a year)
[ ] Strip and wax vinyl tile (once or twice a year)
[ ] Extract all carpet (once or twice a year)
[ ] Wash windows inside and out (once or twice a year)
Not included unless priced separately
- Washing dishes
- Moving or cleaning under papers on desks
- Daytime restroom checks, which need a day porter
- Windows above the ground floor, usually a separate window company
