OFFICE & CORPORATE CLEANING CHECKLIST

High-Touch Surface Cleaning & Disinfection Log for Professional Workspaces

Facility:

Instructions: Check off surfaces after cleaning. Record the date, time, product used, and

staff initials. Clean high-traffic areas every 2-4 hours during business hours.

Date:

High-Touch

Shift:

Surface Surface Type | Frequency | Products Used Done | Initials
Door handles, Stainless steel Every 2-4
Entryways push plates hours
& Lobbies Reception . Every 2-4
Laminate
counters hours
Touchscreen | Electronics/ Every 2-4
kiosks glass hours
Desks Wood/laminate On‘ce per
shift
Phones, Once per
keyboards, Electronics c€ e
. shift min
mice
ng.ht . Once per
switches, Plastic . .
shift min
drawer pulls
Tables Sealed wood After.each
meeting
Conference
Remotes,
Rooms . Before/after
shared Electronics .
meetings
laptops
Chair backs Plastic/fabric Befor_e/after
and arms meetings
Every 2-3
Tables, chairs | Plastic hrs; after
Breakrooms meals
Fridge Every 2-3
handles, Steel/plastic hrs; after
microwave meals
Faucets, flush Minimum 3x
Chrome .
Restrooms | levers daily
Stall locks, Stainless steel Minimum 3x
door handles daily
Buttons Plastic Every2-4
Elevators & hours
Stairwells _
Handrails Steel/metal Every 2-4
hours
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Additional Daily Tasks:

Task Shift Time Done® | Initials

Empty trash bins in all areas

Vacuum/sweep all floors

Restock restroom supplies (soap, paper towels, toilet paper)

Clean glass doors and windows

Notes / Issues / Supply Needs:

© Evidence-Based Office Cleaning Checklist | Print daily for consistent tracking
*This checklist is provided as a general guide for high-touch surface cleaning. The Cleaning Station assumes no responsibility or liability for any damages, injuries,

or misuse of products resulting from the use of this checklist. It is the responsibility of the user to follow all manufacturer instructions, safety guidelines, and
industry best practices when using cleaning products and equipment. Always test products on a small, inconspicuous area before full application.
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