Cleaning Checklist for River Parish Behavioral Health Center
	Daily Duties
	Mon.
	Tues.
	Wed.
	Thurs.
	Fri.

	Empty & wipe clean all Wastebaskets & Trashcans (in & outside)
	
	
	
	
	

	Place bagged trash in dumpsters outside of building
	
	
	
	
	

	Empty all pencil sharpeners of shavings
	
	
	
	
	

	Dust mop & Damp mop all non-carpeted floor surfaces
	
	
	
	
	

	Vacuum clean all carpeted areas
	
	
	
	
	

	Wipe clean writing surfaces & traces
	
	
	
	
	

	Wipe clean all glass (entrance door, window panels, interior & exterior)
	
	
	
	
	

	Frame & Ledges of glass also wiped clean of dust
	
	
	
	
	

	Clean & Polish all drinking fountains
	
	
	
	
	

	Clean ash urns at exterior front & rear of building in designated smoking areas
	
	
	
	
	

	Broom or power sweep immediate entrance exterior areas in front of doorways
	
	
	
	
	

	Dust all high walls & ceilings, file cabinets, desk tops, & phones
	
	
	
	
	

	Properly arrange all furniture after completion of cleaning
	
	
	
	
	

	Sweep & wet-mop restroom floors with cleaner & disinfectant rinse
	
	
	
	
	

	Toilets/urinals/toilet seats: wash, clean, sanitize, and disinfect
	
	
	
	
	

	Spot-wash restroom walls, partitions, and doors
	
	
	
	
	

	Clean restroom mirrors and clean & fill dispensers
	
	
	
	
	

	Clean, disinfect & sanitize all restroom basins, bowls, and fixtures
	
	
	
	
	

	Damp mop spillage from all non-carpeted floor surfaces including food service and preparation rooms, vending area, and dining area
	
	
	
	
	

	Spot clean carpets, shampoo or bonnet clean as required to remove spots, spills, & traffic dirt
	
	
	
	
	

	Keep custodial/janitorial closet neat & orderly
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	Services To Be Provided Weekly
	Weekly Completed
(by 1st Monday of every month)

	Dust mop, damp mop, and Machine Buff all vinyl & terrazzo floors
	Completed Monday the _____

	
	
	
	
	
	

	Services To Be Provided Monthly
	Month Completed
(by 1st Monday of every month)

	Clean All glass, including the large glass windows near the front entrance of waiting room
	Completed Monday the _____

	Clean All glass windows in the receptionist area and the glass door to the waiting room
	Completed Monday the _____

	Wipe clean all ceiling mounted & wall mounted HVAC supply and return air grills. Also clean adjacent ceiling tile and wall areas as necessary to provide dust and soil free areas round grills.
	Completed Monday the _____

	
	
	
	
	
	

	Services To Be Provided Quarterly
	Quarterly Date Completed

	Clean, wax, and buff all tile floors
	

	Clean and polish chrome
	

	Wash windows inside and out
	

	Clean carpet at the beginning of contract period
	

	Clean all synthetic furniture’s covers
	

	Clean interior blind, light fixtures, glass, and handles throughout the facility
	

	
	
	
	
	
	

	Services To Be Provided Semi-Annually
	Semi – Annually Date Completed

	Clean all carpeted areas, offices, hallways
	

	Extract or bonnet clean all hallway carpets and lobbies (cleaning method to be approved ahead of time by Center’s Manager)
	

	Clean interior of all remaining windows and window walls in occupied areas
	

	
	
	
	
	
	

	Services To Be Provided Annually
	Annual Date Completed

	Clean all overhead light fixtures
	

	Strip, re-wax, and buff all vinyl tile, terrazzo, and ceramic tile at the beginning of the contract period
	

	Extract clean all carpeted areas using extraction method
	

	Thoroughly clean all interior glass windows and doors
	

	
	




								 					
Signature of person completing work				Date
