Headquarters
All Garage and Recycling removed from the in the building will go to the outdoor receptacles, behind the building at the basement level. 
Service required after normal business hours. 
[bookmark: _GoBack]Cleaning Responsibilities 2nd Floor
Entryway/Lobby:
· Vaccum bi-weekly
· Clean countertops, chair arms, plexiglass partitions, and other touch surfaces bi-weekly
· Dust other non-touch surfaces monthly
· Wash interior and exterior of windows on front door area monthly
· Carpet Extracting semi-annually
Offices: (10)
· Vaccum bi-weekly
· Empty garbage and recycling bi-weekly
· Wash interior of windows quarterly
· Carpet Extracting semi-annually
Bathrooms: (2)
· Sweep or light spray mopping floors bi-weekly
· Spot Clean bi-weekly
· Empty garbage and recycling bi-weekly
· Clean all countertops and sinks bi-weekly
· Wipe clean and disinfect all stall walls and doors monthly
· Wet mop floors monthly
· Spray Buff hard floors annually
· Strip and refinish floor annually (this will be on a 6 month schedule opposite spray buff hard floors annually)
Conf Room: (1)
· Vaccum bi-weekly
· Empty garbage and recycling bi-weekly
· Wash interior of windows quarterly
· Carpet Extracting semi-annually

Kitchen: (1)
· Sweep or light spray mopping floors bi-weekly
· Spot Clean bi-weekly
· Empty garbage and recycling bi-weekly
· Clean all countertops and tabletops bi-weekly
· Wipe clean and disinfect all high touch surfaces bi-weekly
· Clean exterior of all appliances and cabinets quarterly
· Wet mop floors monthly
· Wash interior of windows quarterly
· Spray Buff hard floors annually
· Strip and refinish floor annually (this will be on a 6 month schedule opposite spray buff hard floors annually)

Cubicle Farm:
· Vaccum bi-weekly
· Empty garbage and recycling bi-weekly
· Carpet Extracting semi-annually

Hallways:
· Vaccum bi-weekly
· Wipe clean and disinfect all high-touch surfaces bi-weekly
· Clean and disinfect drinking fountains monthly
· Carpet Extracting semi-annually
· Dust other non-touch surfaces monthly

Cleaning Responsibilities Mezzanine
Bathrooms: (1)
· Sweep or light spray mopping floors bi-weekly
· Spot Clean bi-weekly
· Empty garbage and recycling bi-weekly
· Clean all countertops and sinks bi-weekly
· Wipe clean and disinfect all stall walls and doors monthly
· Wipe clean and disinfect all shower surfaces monthly
· Wet mop floors quarterly
· Spray Buff hard floors annually
· Strip and refinish floor annually (this will be on a 6 month schedule opposite spray buff hard floors annually)
Offices: (2)
· Vaccum bi-weekly
· Empty garbage and recycling bi-weekly
· Wash interior of windows quarterly
· Carpet Extracting semi-annually


