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	Daily Duties
	Mon.
	Tues.
	Wed.
	Thurs.
	Fri.

	Spot Clean Entrance Glass
	
	
	
	
	

	Clean Inside Glass
	
	
	
	
	

	Dust & Mop All Tile Floors
	
	
	
	
	

	Vacuum All Door Mats & Carpet Areas
	
	
	
	
	

	Sweep Entrances
	
	
	
	
	

	Clean All Water Coolers
	
	
	
	
	

	Empty All Trash Cans
	
	
	
	
	

	Clean Office Sinks
	
	
	
	
	

	Clean Kitchen Sinks, Wipe Tables
	
	
	
	
	

	Counter Tops, Cabinets, & Outside of Appliances (Not Inside)(No Dishes)
	
	
	
	
	

	Clean & Disinfect Restroom Fixtures, Sinks, Mirrors, Urinals,  & Toilets, Empty Trash Cans and Clean Receptacles, Refill Dispensers as needed in Restrooms.
	
	
	
	
	

	Sweep and Damp Mop Floors, Spot Clean Walls & Partitions.
	
	
	
	
	

	Remove Trash To Outside Designated Area.
	
	
	
	
	

	
	
	
	
	
	

	Services To Be Provided Weekly
	
	
	
	
	

	Clean All Light Switches
	
	
	
	
	

	Dust All Window Sills
	
	
	
	
	

	Clean All Telephone Receivers
	
	
	
	
	

	Spray Buff High Traffic Areas(Tile Floors)
	
	
	
	
	

	Spot Clean Walls
	
	
	
	
	

	Dust Furniture
	
	
	
	
	

	
	Month Completed

	Services To Be Provided Monthly
	
	
	
	
	

	Dust All Blinds
	
	
	
	
	

	Clean Window Sills
	
	
	
	
	

	Clean All Air Vents
	
	
	
	
	

	
	
	
	
	
	

	Services To Be Provided Quarterly
	Quarterly Date Completed

	Dust Base Boards
	
	
	
	
	

	
	
	
	
	
	

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

	Strip and Wax All Tile Floors
	
	
	
	
	

	Machine Scrub Restroom Floors
	
	
	
	
	

	Clean All Light Fixtures
	
	
	
	
	

	
	
	
	
	
	

	Services To Be Provided Annually
	Annual Date Completed

	Clean Restroom Walls and Partitions
	
	
	
	
	




								 					
Signature of person completing work				Date
