
LOBBY & MAIN ENTRANCE

Vacuum or replace entrance mats (inside and outside)

Damp-mop hard-surface floors with neutral cleaner

Spot-clean glass doors and push plates

Empty and reline outdoor cigarette receptacles

Restock hand-sanitizer station

BREAKROOM / KITCHEN

Clean microwave inside and out (steam bowl trick!)

Wipe refrigerator handles, coffee station, vending machine buttons

Empty refrigerator of old leftovers (label with removal date)

Scrub sinks and countertops with disinfectant

Sweep and damp-mop floor; pay attention to corners

Replace trash liner with heavy-duty bag

RESTROOMS

Deep-clean and disinfect toilets, urinals, sinks

Refill soap, paper towel, and toilet paper dispensers

Replace urinal screens and odor-neutralizer blocks

Mop floors with germicidal cleaner

Wipe mirrors, partitions, and door handles

OFFICES & CUBICLES

Empty all personal trash and recycling

Dust desks, shelves, window sills

Spot-clean carpet stains (red wine, chocolate, glitter!)

Wipe shared printers/copiers – wipe control panels

CONFERENCE & TRAINING ROOMS

Wipe tables and chair arms with disinfectant

Vacuum under tables and chairs

Clean whiteboard trays and markers

Spot-treat upholstery stains

HIGH-TOUCH SURFACES (entire building)

Door handles & push bars

Light switches

Elevator buttons

Stair handrails

Coffee pot handles & water cooler

FINAL TOUCHES

Install new air-freshener or odor-neutralizer refills

Check all trash cans for torn liners – replace

Quick walk-through with facility manager or team lead

Post-Holiday
Cleaning checklist


