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Responsibility: Housekeeping In-charge, as per Work Allocation

General Instruction for all areas :
(a) All glass windows/doors and cupboard doors to be wiped with damp cloth inside (where possible) & outside and  rubbed dry

(b) all blinds to be dusted with feather duster both sides & then left open 

(c) All woodwork to be dusted and rubbed down

(d) Floor to be swept and swabbed (including outside the entrance door)

(e) All shelves to be dusted. All glass shelves and granite  counters to be wiped with damp cloth and rubbed dry.

(f) All items on Shelves/ Tables/ Counters, to be dusted and put back in place

(g) All items on the walls to be dusted

(h) All window-sills to be dusted & wiped thoroughly

(i) All rubber mats to be shaken-out and cleaned

(j) All walls to be checked and cleaned immediately if marked (under supervision)

(k) All phones to be wiped clean

(l) All waste-paper baskets to be emptied and wiped clean

(m) All switches to be wiped

(n) All rooms to be checked for cobwebs & cleaned

(o) All cupboards to be aired and cleaned

(p) All tiled walls to be wiped and rubbed down

(q) 
Cabinets under workstations to be moved and cleaned

(r)  
All metal items to be kept shining

(s) Chairs and carpets to be vacuumed

(t) Monitors to be wiped 

(u) All UPS/CPU/Extension boards to be dusted 

(v) Garbage bin to be emptied, cleaned, dried & fresh garbage bag to be placed 
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