
 

 

Office Cleaning Checklist 

 
Entrance / Reception / Office areas 
  

• Cobwebs: remove 

• Bins: remove rubbish and replace liners Floor, carpets, mats: sweep / mop / hoover 

• Desks, tables and horizontal surfaces: wipe down 

• Chairs and upholstery: hoover  

• Light switches and sockets: wipe down 

• Doors and frames: wipe down interior and exterior  

• Glass doors and mirrors: spot clean and polish 

• Skirting: wipe down  

• Rubbish, papers and empty bottles: collect and throw away 

• Double check areas: ensure that he areas is tided up and clean 
 
 Toilet and Bathroom areas  
 

• Rubbish bins: empty and wipe down the bins  

• Mirrors: spot clean and polish 

• Cabinet covers and hand dryers: wipe down / polish  

• Doors and frames: wipe down interior and exterior  

• Toilets and Urinals: clean and disinfect exterior and interior 



 

• Basins and walls around it: clean and sanitise 

• Mirrors and frames: wipe down and clean spot free  

• Floors: clean / mop / sanitise  
 
 

 

  


