OFFIGE DAILY GLEANING CRECKLIST

WORKSTATIONS & DESKS
WPEDESKSANDSURFACES
DISHFETKEYB0IRDS ANDMOISE
ULEAN CONPUTERCREENS
ORGAE HPERS D SUPPES
ENPTYDESK TRASH B

COMMON AREAS
WPETABLE ANDCOLNTERTORS
DISHFETD00RHADLES

OLEAY LGHTSHTCHES
STRAGHTEN CHAIRS AN FURNTIRE
REMOUECLUTER

FLOORS
SUEEPALLFLORS
VACAUN CARPET/RUGS
NOPHARDFLORS
SPOTCLEANSTAS

TRASH & RECYCLING
ENPTYALLTRASHBIS

REPLACE TRASH LINERS
SORT AND REMOVE RECYCLING

HON

TUE

PANTRY / BREAK ROOM MON  TIE  WED  THU M
CLEANTABLES ADCHARS

WIPE KITCHEN COUNTERS

UASH DISHES OR LOAD DISHAASHER
GLEAN MICROWAVE (INSIDE  OUTSIDE)
REFILL SUPPLIES (TISSUE, SOAP, ETC.)

RESTROOMS
CLEARAND SHFECTTOLET
WPESIK D COUNTERTOP
REFLLSOAPANDTISIE
CLEANMRRORS

P FLOR

FINAL TOUCH

ARFRESEN ROON

CHECKOVERALL CLEANLIESS
TURNGFFUNUSED LGHTS/EQUINENT




