JANITORIAL FREQUENCY SCHEDULE

	
	REQUIREMENT:
	FREQUENCY:

	
	ADMINISTRATIVE AREA-INCLUDES ALL OFFICES AND CONFERENCE ROOM
	

	1
	Empty wastebaskets
	7 days per week  (M-F)

	2
	Vacuum carpet
	7 days per week  (M-F)

	3
	Shampoo or steam clean carpeting
	2times per year MAR&SEP

	4
	Dust all furniture
	1 day per week  (M-F)

	5
	Wash furniture/polish wooden areas
	2 times per year MAR&SEP

	6
	Wash windows inside/outside including Mgr Office door
	1 time per month

	7
	Wash drinking fountains and surrounding wall area
	7 days per week  (M-F)

	8
	Dust ledges and other flat surfaces
	1 day per week

	9
	Wash front glass entrance doors
	1 day per week

	10
	Spot clean woodwork, walls & doors
	1 time per week

	11
	Clean and Polish door kick plate
	4 time per year

	12
	Clean light fixtures
	2 times between Sept - Mar

1 time per week Apr - Aug

	12
	Dust and clean Venetian blinds 
	1 time per month

	13
	Clean, pickup and provide pesticide strips during moth and fly season
	As required

	14
	High cleaning
	1 time per year

	
	
	

	
	KITCHEN/BREAKROOM & LOCKER AREA 
	

	1
	Empty wastebaskets
	7 days per week

	2
	Wash wastebaskets
	2 times per year 

	3
	Vacuum carpeting
	5 days per week

	6
	Clean kitchen sinks, counters and dining tables
	5 days per week

	7
	Clean microwave oven inside and outside
	5 days per week

	 8
	Dust ledges and other flat surfaces and top of lockers
	1 time per week

	9
	Shampoo furniture/wash and polish wooden areas
	2 time per year Mar -Sep

	10
	Spot clean woodwork, walls and door
	1 time per week

	12
	Clean light fixtures
	2 times between Sept - Mar

1 time per week Apr - Aug

	13
	High cleaning
	1 time per year

	14
	Clean, pickup and provide pesticide strips during moth and fly season
	As required

	
	ALL EQUIPMENT ROOMS
	

	1
	Empty wastebaskets
	7 days per week 

	2
	Dust/ mop tile floors
	7 days per week 

	3
	Wet mop & machine buff waxed floors 
	1 day per month

	4
	Sweep floors
	7 days per week 

	5
	Strip, wax and machine polish floors
	2 times per year Apr-Oct

	6
	Dust all furniture
	1 day per week 

	7
	Dust ledges and other flat surfaces
	1 time per week

	8
	High cleaning
	1 times per year

	9
	Clean, pickup and provide pesticide strips during moth and fly season
	As required

	
	
	

	
	RESTROOMS 
	

	1
	Empty wastebaskets
	7 days per week 

	2
	Mop floors 
	7 days per week

	3
	Strip, wax and machine polish floors
	2 times per year Apr & Oct

	4
	Wash and clean restroom fixtures and floors
	7 days per week

	5
	Check restroom dispensers, clean / refill as necessary/restock toilet paper 
	7 days per week

	6
	Wash restroom walls and doors
	7 times per week 

	7
	Clean all metal hardware and handrails
	7 times per week

	8
	Dust ledges and other flat surfaces
	1 time per week

	9
	Clean air vents
	1 time per month

	10
	Clean light fixtures
	2 times between Sept & Mar

1 time per week Apr-Aug

	
	GYM/LOCKER/GAME/SNACK AREAS
	

	1
	Wipe equipment
	1 time per week

	2
	Clean snack area
	2 times week

	3
	Empty wastebaskets
	7days per week

	4
	Wash wastebaskets
	4 times per year

	5
	Dust locker tops
	2 per year

	6
	Clean floors 
	5 days per week

	7
	Sweep/mop/vacuum floors (required for area)
	5 days per week

	1
	Empty wastebaskets
	7 days per week 

	2
	Bathrooms 
	7 days per week

	3
	Strip, wax and machine polish floors
	2 times per year Apr & Oct

	4
	Wash and clean restroom fixtures and floors
	7 days per week

	5
	Check restroom dispensers, clean / refill as necessary/restock toilet paper 
	7 days per week

	6
	Wash restroom walls and doors
	1 times per week 

	7
	Clean all metal hardware and handrails
	1 times per week

	8
	Dust ledges and other flat surfaces
	5 time per week

	9
	Clean air vents
	1 time per month

	10
	Clean light fixtures
	2 times between Sept & Mar

1 time per week Apr-Aug
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