
 

Office Cleaning Checklist 

Use the complete office cleaning checklist for audits or handovers, then follow the routine 

lists for regular maintenance. Tick tasks as they’re completed and adapt frequency to your 

office size and traffic. 

Complete Office Cleaning Checklist (All Tasks) 

Reception Area / Office Entry 

 Straighten welcome mats and entrance décor 

 Sweep, vacuum or mop floors to remove dirt and footprints 

 Clean both sides of glass entry doors 

 Dust reception desk, counter and surrounding surfaces 

 Disinfect reception counter, phones and seating 

 Empty rubbish bins and replace liners 

 Organise magazines, brochures and display materials 

 Dust tables, chairs, lamps and window ledges 

 Dust air vents and ventilation grilles 

Workstations, Cubicles & Individual Offices 

 Dust desks, shelves, cabinets and all hard surfaces 

 Wipe desks and worktops with disinfectant 

 Clean office chairs (arms, backs and bases) 

 Wipe computer monitors with screen-safe cleaner 

 Clean keyboards and mice (use compressed air if required) 

 Disinfect phones and desk accessories 

 Empty personal rubbish bins and replace liners 

 Collect and return used cups, plates or cutlery to kitchen 

 Dust window sills, blinds and shades 

 Clean internal glass partitions and windows 

 Vacuum carpets or sweep and mop hard floors 

 

 

 



Communal Areas & Waiting Rooms 

 Dust tables, shelves and shared furniture 

 Wipe and disinfect shared surfaces 

 Clean seating upholstery or vacuum fabric seating 

 Sanitise shared items (remote controls, magazines, tables) 

 Vacuum carpets or sweep and mop hard floors 

 Empty rubbish and recycling bins 

Conference & Meeting Rooms 

 Dust conference tables, chairs and storage units 

 Wipe tables, armrests and door handles with disinfectant 

 Clean whiteboards and presentation surfaces 

 Dust and wipe AV equipment (screens, remotes, cables) 

 Vacuum carpets or mop hard floors 

 Spot-clean carpet stains if required 

 Empty bins and replace liners 

 Arrange chairs neatly after cleaning 

Kitchen & Break Areas 

 Wipe and disinfect countertops and splashbacks 

 Clean sinks, taps and surrounding areas 

 Empty rubbish and recycling bins 

 Wipe fridge exterior and shelves 

 Remove unclaimed or expired food (after notice period) 

 Clean microwave inside and out 

 Clean coffee machine and surrounding area 

 Wash dishes or load dishwasher (if applicable) 

 Tidy tea, coffee and pantry supplies 

 Sweep, vacuum or mop floors 

Bathroom & Restroom Facilities 

 Empty and disinfect sanitary bins 

 Clean and disinfect toilets, seats and flush buttons 

 Disinfect sinks, taps and countertops 

 Clean mirrors and glass surfaces 

 Wipe paper towel dispensers and hand dryers 

 Refill soap, paper towels and toilet paper 

 Sweep and mop floors with disinfectant 

 Remove odours and ensure ventilation areas are clean 

 



Floors Throughout the Office 

 Vacuum carpets, including edges and under desks 

 Spot-clean visible stains 

 Sweep hard floors 

 Mop hard floors with appropriate cleaning solution 

 Place wet floor signs during cleaning 

 

Daily Office Cleaning Tasks 

 Wipe and disinfect high-touch surfaces (door handles, switches, shared desks). 

 Empty and replace bin liners in kitchens, bathrooms and offices. 

 Quick vacuum high-traffic carpet areas; spot-mop spills on hard floors. 

 Sanitise kitchen counters, sinks and exterior of appliances (coffee machine, 

microwave). 

 Tidy reception and communal areas; straighten mats and arrange literature. 

 Restock consumables: soap, paper towels, toilet paper and hand sanitiser. 

 Collect recycling and ensure bins are correctly sorted. 

Weekly Office Cleaning Tasks 

 Full wipe-down of desks, shelves, phones and communal surfaces. 

 Vacuum under desks and along edges; mop all hard floors thoroughly. 

 Dust blinds, light fixtures, vents and window sills. 

 Deep clean kitchen exterior (wipe fridge shelves, clean coffee maker exterior). 

 Sanitise restroom fixtures and replenish supplies; mop floors with disinfectant. 

 Clean internal glass and spot-clean interior windows and glass partitions. 

 Inspect cleaning supplies and report maintenance issues (leaks, bulbs, damage). 

Monthly Office Cleaning Tasks 

 Spot treat carpets and schedule extraction if required 

 Focus on edges and high-use areas. 

 Clean internal windows, frames and door tracks thoroughly. 

 Deep clean communal upholstery and seating; deodorise if needed. 

 Descale kitchen equipment and clean interior appliance areas where applicable. 

 Check visible HVAC vents and clean return grilles 

 Log filters that need replacement. 

 Polish floors and carry out grout or tile treatments as required. 

 

 



Office Deep Clean: What’s Included 

 Comprehensive HVAC and duct inspection  

 Deep cleaning or filter replacement where necessary. 

 Full carpet shampoo and upholstery extraction across all areas. 

 Wash interior (and accessible exterior) windows, sills, tracks and frames. 

 Deep-clean kitchen appliances (inside fridges, dishwashers, coffee machines). 

 High-level dusting of ceilings, light fixtures, signage and hard-to-reach ledges. 

 Strip, restore and reseal hard-floor surfaces where scheduled. 

 Sanitise and detail-clean shared electronics, AV consoles & telephony equipment. 

 Treat and clean grout lines; deep-treat tiled areas and sanitary joints. 

 

Tools & Equipment Needed for Workplace Cleaning 

Tool / Equipment Primary Use / Frequency 

Vacuum cleaner  Daily/Weekly — carpets & rugs 

Flat mop & microfibre system Daily/Weekly — hard floors 

Microfibre cloths & dusters Daily — dusting & wipe-downs 

Disinfectant sprays & wipes Daily — high-touch disinfection 

All-purpose cleaner & glass cleaner Daily/Weekly — surfaces & glass 

Carpet extractor / shampoo machine Quarterly/Periodic — deep carpet cleaning 

Rubber gloves, trash liners Per-clean — safety & hygiene 

Extension poles & high-reach dusters Periodic — high-level dusting 

Compressed air / keyboard cleaners Weekly — electronics maintenance 

Ladder / step stool As needed — high-reach tasks 

 

Ready to make your office a healthier, safer and more productive space?  

Contact Get Cleaned Quality Cleaning Services  

Perth’s trusted office cleaning experts since 1994. Flexible schedules, same team 

every visit, fully insured and police-checked.  

Call: 08 6325 5707  

Visit: https://getcleaned.com.au/ to get a free quote  

tel:0863255707
https://getcleaned.com.au/

