Comprehensive Office Cleaning Checklist for Daily Tasks

Ensure a spotless and productive workspace with our comprehensive office cleaning checklist designed for daily tasks. This checklist covers
all essential areas including desks, floors, and common spaces to maintain hygiene and organization. Regular use helps promote a healthier
environment and boosts employee morale.

Daily Cleaning Checklist

¢ Reception Area

o Wipe down reception desk and surfaces

o Empty trash and recycling bins

o Vacuum and mop floors

o Arrange magazines/brochures neatly
Workstations & Desks

o Disinfect desk surfaces and phones

o Organize paperwork and office supplies

o Enpty desk-side trash bins
Meeting Rooms

o Wipe tables and chairs

o Enpty trash bins and replace liners

o Arrange chairs and equipment neatly
Common Areas & Hallways

o Vacuum or mop floors

o Wipe down frequently touched surfaces (doorknobs, switches)

o Clean glass surfaces and doors
Bathroons

o Disinfect toilets, sinks, and counters

o Replenish soap, paper towels, and toilet paper

o Empty sanitary bins and wastebaskets

o Mop bathroom floors
Kitchen/Break Room

o Clean countertops and sinks
Wipe tables, chairs, and appliances
Empty trash and recycling bins
Restock paper towels, soap, and supplies
Sweep and mop floors
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Tips for Effective Daily Cleaning

Use appropriate cleaning and disinfecting products for each surface
Focus on high-touch areas to minimize the spread of germs

Assign responsibility to specific staff or rotate duties

Document conmpleted tasks for accountability

Adhering to this checklist consistently will contribute to a cleaner, safer, and more pleasant office environment every day.
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