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Daily Office Cleaning Specification - Example
Areas:
General Office Areas, Private Offices, Boardroom, Meeting Rooms, Reception, Kitchen, Toilets (plus any others specified by client).
Frequency:
Daily.
Floors:
All floors to be vacuumed and hard floors damp mopped. 
Bins:
Empty daily and refill with bin liners if provided.


Remove waste to refuse collection point.
Desks:
All desks to be dusted and damp wiped to remove marks.
Office equipment:
Dust.
Furniture:
Clean as per the specification supplied by client.
Computers:
Dust screens weekly and ensure cabling is kept dust free.

Telephones:
Sanitise handset and cradle rest weekly.

Filing cabinets:
Remove obvious finger marks and dust.

Private Offices:
All desks and furniture to be dusted and damp wiped weekly.
Reception:

Clean area and seating, arrange any magazines and tidy.
Kitchens:
Clean using Antibacterial spray on all kitchen hard surfaces. 

Hard floor to be swept clean and damp mopped using a commercial cleaner / sanitising agent.

Clean Microwave weekly.


Clean fridge weekly and remove out of date items.

Ensure that mops and cloths are colour coded to avoid cross contamination.

Collect and clean only company dishes and store away.
Toilets:
Clean all sinks using antibacterial spray and buff dry.


Clean all bowls and cisterns using bactericidal agent and buff dry.


Clean mirrors.


Clean partitions in cubicles as required.


Ensure that floors are swept and mopped daily using sanitising agent.


Ensure that mops and cloths are colour coded to avoid cross contamination.


Top up toilet roll and towels, and advise when supplies need replenished. 
Skirtings:
Dust weekly.
Light Switches:
Clean weekly and remove obvious marks.

Windows and glass:
Windows to be cleaned quarterly or otherwise by agreement with client.

All glass to be cleaned daily to remove fingerprints.

Window ledges:
Clean weekly.
Consumables:
Replace as required and re-order to maintain supply level.
Staff:
All staff are insured and uniformed. 


A customer care book can be left on site which staff will sign on arrival and on leaving.
Materials:

Our quotation is based on all materials required for our staff to 



carry out the work of cleaning being supplied by ourselves.

Health & Safety:
All substances used have a full COSHH report.




A risk assessment will be carried out prior to the start of the




contract and issued to all cleaning staff.



New machinery will be supplied by ourselves.




All electrical equipment will be PAT tested at an appropriate 



period or replaced with new equipment.

Daily Office Cleaning Services Ltd

info@docsltd.co.uk   www.docsltd.co.uk

