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Abstract 

Daily office cleaning tasks involves a checklist for your 

reception, bathrooms or restrooms, and kitchen or pantry areas. 

It includes basic vacuum cleaning, moping, and dusting to 

maintain a clean office. 

Office and reception area: 

• Empty garbage bins and replaces garbage bags 

• Vacuum covers and tangles 

• Sweep or vacuum hard floor surfaces 

• Dust furniture and office equipment, including work 

areas, seats, tables and computers 

• Disinfect level surfaces with a soaked cloth 

• Mop the hard floors with disinfectant cleaners 

• Clean light changes and ways to eject fingerprints and 

different impressions 

• Clean the glass windows and the entrances inside 

• Clean surfaces and dividers 

Bathrooms or restrooms: 

• Refill paper towels, toilet paper and hand soap 

• Disinfect toilets and urinals 

• Clean mirrors, windows and glass 

• Disinfect bathroom surfaces, including entry handles, 

and towel or hand dryer accessories 

• Clean the divisions and eject the watermarks 

• Mop tiles and flooring  
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