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 Building Name:   City Hall       
 Address:   31 South Summit Avenue, Gaithersburg, MD 20877       
 Total SQFT  26,000          

 Cleaning Schedule  January-December, Mon-Friday after 5:00pm (IT offices before 5:00pm)  
                
   Frequency  

L.I.N Task N/A 
As 
needed  

Upon 
Request  

On-
Going  

Per 
Hour  

Per 
Shift 

Per 
Day  

Per 
Week  

Per 
Month  

Per 
Quarter  

Semi 
Annual  Annual  

1 

General    
Trash and Recycle                           
Empty trash receptacles and replace liners                          
Empty Recycle receptacles                           
Refill dispensers                          
Sweep and mop non carpeted floors in common areas (hallways, conference 
rooms, etc.)                         
Dust windows and doors ledges                         
Remove debris around the building within 10-feet from the building                          
Sweep around the building                         
Dust window sills and blinds                          
Spot clean wall surfaces                          
Spot clean carpet                          
Dust shelving, partitions                          
Clean HVAC diffusers                          
Clean light diffusers                          
Buff floors- non carpeted floors                          
Strip and wax floors-non carpeted floors                          
Carpet extraction-deep cleaning                          
Pressure wash exterior entrances and exit areas                         
Interior windows cleaning                         
Exterior windows cleaning                         

2 

Building Entrance / Exit    
Clean entrance and exit door mats                          
Sweep entrance and exist areas of building  (Exit Discharge)                         
Clean and disinfect glass doors                          
Spot clean wall surfaces                          
Clean recessed dirt grid system                         

3 
Stairwell   
Sweep and mop stairwell and landing area                          
Disinfect stairwell doors, handles and handrails                          

4 Clean and disinfect drinking fountains                          

5 

Lobby / Waiting room   
Sweep and mop floors                          
Vacuum carpeted floors                         
Clean reception counter                         
Clean and disinfect lobby furniture                          
Clean and disinfect doors and handles                          
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6 

Elevator    
Clean and disinfect elevator control buttons panels                         
Clean doors                         
Clean elevator cab interior panels and railings                         
Mop or vacuum floor                         

7 Vacuum carpeted floor finish in common areas (hallways, corridors egress 
pathways)                          

8 Clean and disinfect hallway and corridor doors                         

9 

Conference rooms    
Vacuum carpeted floor or sweep and mop floor                          
Clean and disinfect conference tables, Charis and other furniture                          
Arrange conference tables and chairs                          
Carpet extraction                         

11 

Kitchenette    
Clean and disinfect sink, faucet and dispensers                          
Sweep and mop floor / vacuum floor                         
Spot clean carpet                          
Spot clean wall surfaces                          
Clean microwave                         
Clean refrigerator                          
Clean tables and chairs                          
Refill dispensers                          
Scrub and polish floors                          

12 

Restroom   
Sweep, mop and disinfect floor                          
Clean and disinfect doors and handles                          
Clean and disinfect toilet stall doors and panels                          
Sanitize toilet fixtures                          
Sanitize sinks, faucets and dispensers                          
sanitize toilet fixtures                          
Empty sanitary napkin receptacles and sanitize                         
Clean mirrors                          
Refill dispensers                          
Scrub and polish floors                          

13 

Office room    
Vacuum or sweep and mop  floor                          
Clean and disinfect doors and handles                          
Dust office furniture                          

14 
Exterior signs   
Dust signs                          
Wipe down                          
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 Building Name:   14 Fulks Corner Facility       
 Address:   14 Fulks Corner Avenue, Gaithersburg, MD 20877       
 Total SQFT  10,800          

 Cleaning Schedule  January-December, Mon-Friday after 5:00pm   
                
   Frequency  

L.I.N Task N/A 
As 
needed  

Upon 
Request  

On-
Going  

Per 
Hour  

Per 
Shift 

Per 
Day  

Per 
Week  

Per 
Month  

Per 
Quarter  

Semi 
Annual  Annual  

1 

General    
Trash and Recycle                           
Empty trash receptacles and replace liners                          
Empty Recycle receptacles                           
Refill dispensers                          
Sweep and mop non carpeted floors in common areas (hallways, conference 
rooms, etc.)                         
Dust windows and doors ledges                         
Remove debris around the building within 10-feet from the building                          
Sweep around the building                         
Dust window sills and blinds                          
Spot clean wall surfaces                          
Spot clean carpet                          
Dust shelving, partitions                          
Clean HVAC diffusers                          
Clean light diffusers                          
Buff floors- non carpeted floors                          
Strip and wax floors-non carpeted floors                          
Carpet extraction-deep cleaning                          
Pressure wash exterior entrances and exit areas                         
Interior windows cleaning                         
Exterior windows cleaning                         

2 

Building Entrance / Exit    
Clean entrance and exit door mats                          
Sweep entrance and exist areas of building  (Exit Discharge)                         
Clean and disinfect glass doors                          
Spot clean wall surfaces                          
Clean recessed dirt grid system                         

3 
Stairwell   
Sweep and mop stairwell and landing area                          
Disinfect stairwell doors, handles and handrails                          

4 Clean and disinfect drinking fountains                          

5 

Lobby / Waiting room   
Sweep and mop floors                          
Vacuum carpeted floors                         
Clean reception counter                         
Clean and disinfect lobby furniture                          
Clean and disinfect doors and handles                          
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6 

Elevator    
Clean and disinfect elevator control buttons panels                         
Clean doors                         
Clean elevator cab interior panels and railings                         
Mop or vacuum floor                         

7 Vacuum carpeted floor finish in common areas (hallways, corridors egress 
pathways)                          

8 Clean and disinfect hallway and corridor doors                         

9 

Conference rooms    
Vacuum carpeted floor or sweep and mop floor                          
Clean and disinfect conference tables, Charis and other furniture                          
Arrange conference tables and chairs                          
Carpet extraction                         

11 

Kitchenette    
Clean and disinfect sink, faucet and dispensers                          
Sweep and mop floor / vacuum floor                         
Spot clean carpet                          
Spot clean wall surfaces                          
Clean microwave                         
Clean refrigerator                          
Clean tables and chairs                          
Refill dispensers                          
Scrub and polish floors                          

12 

Restroom   
Sweep, mop and disinfect floor                          
Clean and disinfect doors and handles                          
Clean and disinfect toilet stall doors and panels                          
Sanitize toilet fixtures                          
Sanitize sinks, faucets and dispensers                          
sanitize toilet fixtures                          
Empty sanitary napkin receptacles and sanitize                         
Clean mirrors                          
Refill dispensers                          
Scrub and polish floors                          

13 

Office room    
Vacuum or sweep and mop  floor                          
Clean and disinfect doors and handles                          
Dust office furniture                          

14 
Exterior signs   
Dust signs                          
Wipe down                          
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Building Name: Department of Public Works  
Address: 800 Rabbitt Road, Gaithersburg, MD 20878 

Total SQFT 6,700 
Cleaning Schedule January-December, Mon-Friday after 5:00pm 

Note: Services shall include cleaning office trailer in the lower level parking lot. Frequency 

L.I.N Task N/A 
As 
needed 

Upon 
Request 

On-
Going 

Per 
Hour 

Per 
Shift 

Per 
Day 

Per 
Week 

Per 
Month 

Per 
Quarter 

Semi 
Annual Annual 

1 

General  
Trash and Recycle   
Empty trash receptacles and replace liners  
Empty Recycle receptacles   
Refill dispensers  
Sweep and mop non carpeted floors in common areas (hallways, conference 
rooms, etc.) 
Dust windows and doors ledges 
Remove debris around the building within 10-feet from the building  
Sweep around the building 
Dust window sills and blinds  
Spot clean wall surfaces  
Spot clean carpet  
Dust shelving, partitions  
Clean HVAC diffusers  
Clean light diffusers  
Buff floors- non carpeted floors  
Strip and wax floors-non carpeted floors  
Carpet extraction-deep cleaning  
Pressure wash exterior entrances and exit areas 
Interior windows cleaning 
Exterior windows cleaning 

2 

Building Entrance / Exit  
Clean entrance and exit door mats  
Sweep entrance and exist areas of building  (Exit Discharge) 
Clean and disinfect glass doors  
Spot clean wall surfaces  
Clean recessed dirt grid system 

3 
Stairwell 
Sweep and mop stairwell and landing area  
Disinfect stairwell doors, handles and handrails 

4 Clean and disinfect drinking fountains 

5 

Lobby / Waiting room 
Sweep and mop floors  
Vacuum carpeted floors 
Clean reception counter 
Clean and disinfect lobby furniture  
Clean and disinfect doors and handles 
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6 

Elevator  
Clean and disinfect elevator control buttons panels 
Clean doors 
Clean elevator cab interior panels and railings 
Mop or vacuum floor 

7 Vacuum carpeted floor finish in common areas (hallways, corridors egress 
pathways)  

8 Clean and disinfect hallway and corridor doors 

9 

Conference rooms  
Vacuum carpeted floor or sweep and mop floor  
Clean and disinfect conference tables, Charis and other furniture 
Arrange conference tables and chairs  
Carpet extraction 

11 

Kitchenette  
Clean and disinfect sink, faucet and dispensers 
Sweep and mop floor / vacuum floor 
Spot clean carpet  
Spot clean wall surfaces  
Clean microwave 
Clean refrigerator  
Clean tables and chairs  
Refill dispensers  
Scrub and polish floors  

12 

Restroom 
Sweep, mop and disinfect floor  
Clean and disinfect doors and handles  
Clean and disinfect toilet stall doors and panels 
Sanitize toilet fixtures  
Sanitize sinks, faucets and dispensers  
sanitize toilet fixtures  
Empty sanitary napkin receptacles and sanitize 
Clean mirrors  
Refill dispensers  
Scrub and polish floors  

13 

Office room  
Vacuum or sweep and mop  floor  
Clean and disinfect doors and handles 
Dust office furniture  

14 
Exterior signs 
Dust signs  
Wipe down  
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Building Name: 
Address: 

Total SQFT 

Cleaning Schedule 

B&O Train Station  
5 South Summit Avenue, Gaithersburg, MD 20878  
400 
January-December, Mon-Friday after 7:00pm;  May-September, Mon-Sun, additional mid-day (between 
1:00pm-2:00pm) restrooms cleaning  

Frequency 

L.I.N Task N/A 
As 
needed 

Upon 
Request 

On-
Going 

Per 
Hour 

Per 
Shift 

Per 
Day 

Per 
Week 

Per 
Month 

Per 
Quarter 

Semi 
Annual Annual 

1 

General  
Trash and Recycle   
Empty trash receptacles and replace liners  
Empty Recycle receptacles   
Refill dispensers  
Sweep and mop non carpeted floors in common areas (hallways, conference 
rooms, etc.) 
Dust windows and doors ledges 
Remove debris around the building within 10-feet from the building  
Sweep around the building 
Dust window sills and blinds  
Spot clean wall surfaces  
Spot clean carpet  
Dust shelving, partitions  
Clean HVAC diffusers  
Clean light diffusers  
Buff floors- non carpeted floors  
Strip and wax floors-non carpeted floors  
Carpet extraction-deep cleaning  
Pressure wash exterior entrances and exit areas 
Interior windows cleaning 
Exterior windows cleaning 

2 

Building Entrance / Exit  
Clean entrance and exit door mats  
Sweep entrance and exist areas of building  (Exit Discharge) 
Clean and disinfect glass doors  
Spot clean wall surfaces  
Clean recessed dirt grid system 

3 
Stairwell 
Sweep and mop stairwell and landing area  
Disinfect stairwell doors, handles and handrails 

4 Clean and disinfect drinking fountains 

5 

Lobby / Waiting room 
Sweep and mop floors  
Vacuum carpeted floors 
Clean reception counter 
Clean and disinfect lobby furniture  
Clean and disinfect doors and handles 
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6 

Elevator    
Clean and disinfect elevator control buttons panels                         
Clean doors                         
Clean elevator cab interior panels and railings                         
Mop or vacuum floor                         

7 Vacuum carpeted floor finish in common areas (hallways, corridors egress 
pathways)                          

8 Clean and disinfect hallway and corridor doors                         

9 

Conference rooms    
Vacuum carpeted floor or sweep and mop floor                          
Clean and disinfect conference tables, Charis and other furniture                          
Arrange conference tables and chairs                          
Carpet extraction                         

11 

Kitchenette    
Clean and disinfect sink, faucet and dispensers                          
Sweep and mop floor / vacuum floor                         
Spot clean carpet                          
Spot clean wall surfaces                          
Clean microwave                         
Clean refrigerator                          
Clean tables and chairs                          
Refill dispensers                          
Scrub and polish floors                          

12 

Restroom   
Sweep, mop and disinfect floor                          
Clean and disinfect doors and handles                          
Clean and disinfect toilet stall doors and panels                          
Sanitize toilet fixtures                          
Sanitize sinks, faucets and dispensers                          
sanitize toilet fixtures                          
Empty sanitary napkin receptacles and sanitize                         
Clean mirrors                          
Refill dispensers                          
Scrub and polish floors                          

13 

Office room    
Vacuum or sweep and mop  floor                          
Clean and disinfect doors and handles                          
Dust office furniture                          

14 
Exterior signs   
Dust signs                          
Wipe down                          
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 Building Name:   Rolling Stock Budd Car and Caboose        
 Address:   9 South Summit Avenue, Gaithersburg, MD 20877       
 Total SQFT:  1,100 (Including both)          

 Cleaning Schedule:  After 7:00pm   
                
   Frequency  

L.I.N Task N/A 
As 
needed  

Upon 
Request  

On-
Going  

Per 
Hour  Per Shift 

Per 
Day  

Per 
Week  

Per 
Month  

Per 
Quarter  

Semi 
Annual  Annual  

1 

General    
Trash and Recycle                           
Empty trash receptacles and replace liners                          
Empty Recycle receptacles                           
Refill dispensers                          
Sweep and mop non carpeted floors in common areas (hallways, conference 
rooms, etc.)                         
Dust windows and doors ledges                         
Remove debris around the building within 10-feet from the building                          
Sweep around the building                         
Dust window sills and blinds                          
Spot clean wall surfaces                          
Spot clean carpet                          
Dust shelving, partitions                          
Clean HVAC diffusers                          
Clean light diffusers                          
Buff floors- non carpeted floors                          
Strip and wax floors-non carpeted floors                          
Carpet extraction-deep cleaning                          
Pressure wash exterior entrances and exit areas                         
Interior windows cleaning                         
Exterior windows cleaning                         

2 

Building Entrance / Exit    
Clean entrance and exit door mats                          
Sweep entrance and exist areas of building  (Exit Discharge)                         
Clean and disinfect glass doors                          
Spot clean wall surfaces                          
Clean recessed dirt grid system                         

3 
Stairwell   
Sweep and mop stairwell and landing area                          
Disinfect stairwell doors, handles and handrails                          

4 Clean and disinfect drinking fountains                          

5 

Lobby / Waiting room   
Sweep and mop floors                          
Vacuum carpeted floors                         
Clean reception counter                         
Clean and disinfect lobby furniture                          
Clean and disinfect doors and handles                          
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6 

Elevator  
Clean and disinfect elevator control buttons panels 
Clean doors 
Clean elevator cab interior panels and railings 
Mop or vacuum floor 

7 Vacuum carpeted floor finish in common areas (hallways, corridors egress 
pathways)  

8 Clean and disinfect hallway and corridor doors 

9 

Conference rooms  
Vacuum carpeted floor or sweep and mop floor  
Clean and disinfect conference tables, Charis and other furniture 
Arrange conference tables and chairs  
Carpet extraction 

11 

Kitchenette  
Clean and disinfect sink, faucet and dispensers 
Sweep and mop floor / vacuum floor 
Spot clean carpet  
Spot clean wall surfaces  
Clean microwave 
Clean refrigerator  
Clean tables and chairs  
Refill dispensers  
Scrub and polish floors  

12 

Restroom 
Sweep, mop and disinfect floor  
Clean and disinfect doors and handles  
Clean and disinfect toilet stall doors and panels 
Sanitize toilet fixtures  
Sanitize sinks, faucets and dispensers  
sanitize toilet fixtures  
Empty sanitary napkin receptacles and sanitize 
Clean mirrors  
Refill dispensers  
Scrub and polish floors  

13 

Office room  
Vacuum or sweep and mop  floor  
Clean and disinfect doors and handles 
Dust office furniture  

14 
Exterior signs 
Dust signs  
Wipe down  
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Building Name: B&O Train Museum   
Address: 9 South Summit Avenue, Gaithersburg, MD 20877  

Total SQFT 400 
Cleaning Schedule January-December, Mon-Friday after 7:00pm or before 8:00am 

Frequency 

L.I.N Task N/A 
As 
needed 

Upon 
Request 

On-
Going 

Per 
Hour 

Per 
Shift 

Per 
Day 

Per 
Week 

Per 
Month 

Per 
Quarter 

Semi 
Annual Annual 

1 

General  
Trash and Recycle   
Empty trash receptacles and replace liners  
Empty Recycle receptacles   
Refill dispensers  
Sweep and mop non carpeted floors in common areas (hallways, conference 
rooms, etc.) 
Dust windows and doors ledges 
Remove debris around the building within 10-feet from the building  
Sweep around the building 
Dust window sills and blinds  
Spot clean wall surfaces  
Spot clean carpet  
Dust shelving, partitions  
Clean HVAC diffusers  
Clean light diffusers  
Buff floors- non carpeted floors  
Strip and wax floors-non carpeted floors  
Carpet extraction-deep cleaning  
Pressure wash exterior entrances and exit areas 
Interior windows cleaning 
Exterior windows cleaning 

2 

Building Entrance / Exit  
Clean entrance and exit door mats  
Sweep entrance and exist areas of building  (Exit Discharge) 
Clean and disinfect glass doors  
Spot clean wall surfaces  
Clean recessed dirt grid system 

3 
Stairwell 
Sweep and mop stairwell and landing area  
Disinfect stairwell doors, handles and handrails 

4 Clean and disinfect drinking fountains 

5 

Lobby / Waiting room 
Sweep and mop floors  
Vacuum carpeted floors 
Clean reception counter 
Clean and disinfect lobby furniture  
Clean and disinfect doors and handles 
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6 

Elevator  
Clean and disinfect elevator control buttons panels 
Clean doors 
Clean elevator cab interior panels and railings 
Mop or vacuum floor 

7 Vacuum carpeted floor finish in common areas (hallways, corridors egress 
pathways)  

8 Clean and disinfect hallway and corridor doors 

9 

Conference rooms  
Vacuum carpeted floor or sweep and mop floor  
Clean and disinfect conference tables, Charis and other furniture 
Arrange conference tables and chairs  
Carpet extraction 

11 

Kitchenette  
Clean and disinfect sink, faucet and dispensers 
Sweep and mop floor / vacuum floor 
Spot clean carpet  
Spot clean wall surfaces  
Clean microwave 
Clean refrigerator  
Clean tables and chairs  
Refill dispensers  
Scrub and polish floors  

12 

Restroom 
Sweep, mop and disinfect floor  
Clean and disinfect doors and handles  
Clean and disinfect toilet stall doors and panels 
Sanitize toilet fixtures  
Sanitize sinks, faucets and dispensers  
sanitize toilet fixtures  
Empty sanitary napkin receptacles and sanitize 
Clean mirrors  
Refill dispensers  
Scrub and polish floors  

13 

Office room  
Vacuum or sweep and mop  floor  
Clean and disinfect doors and handles 
Dust office furniture  

14 
Exterior signs 
Dust signs  
Wipe down  
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Building Name: 
Address: 

Total SQFT 

Cleaning Schedule 

Casey Community Center  
800 South Frederick Avenue, Gaithersburg, MD 20877  
15,150 
Refer to Exhibit A, this facility needs day porter services, cleaning staff during proposed services hours will perform 
cleaning tasks and porter services as directed by F&CP Department. City may request additional cleaning hours at 
contract hourly rate on “as needed basis”.  

Frequency 

L.I.N Task N/A 
As 
needed 

Upon 
Request 

On-
Going 

Per 
Hour Per Shift 

Per 
Day 

Per 
Week 

Per 
Month 

Per 
Quarter 

Semi 
Annual Annual 

1 

General  
Trash and Recycle   
Empty trash receptacles and replace liners  
Empty Recycle receptacles   
Refill dispensers  
Sweep and mop non carpeted floors in common areas (hallways, conference 
rooms, etc.) 
Dust windows and doors ledges 
Remove debris around the building within 10-feet from the building  
Sweep around the building 
Dust window sills and blinds  
Spot clean wall surfaces  
Spot clean carpet  
Dust shelving, partitions  
Clean HVAC diffusers  
Clean light diffusers  
Buff floors- non carpeted floors  
Strip and wax floors-non carpeted floors  
Carpet extraction-deep cleaning  
Pressure wash exterior entrances and exit areas 
Interior windows cleaning 
Exterior windows cleaning 

2 

Building Entrance / Exit  
Clean entrance and exit door mats  
Sweep entrance and exist areas of building  (Exit Discharge) 
Clean and disinfect glass doors  
Spot clean wall surfaces  
Clean recessed dirt grid system 

3 
Stairwell 
Sweep and mop stairwell and landing area  
Disinfect stairwell doors, handles and handrails 

4 Clean and disinfect drinking fountains 

5 

Lobby / Waiting room 
Sweep and mop floors  
Vacuum carpeted floors 
Clean reception counter 
Clean and disinfect lobby furniture 
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Clean and disinfect doors and handles 

6 

Elevator  
Clean and disinfect elevator control buttons panels 
Clean doors 
Clean elevator cab interior panels and railings 
Mop or vacuum floor 

7 Vacuum carpeted floor finish in common areas (hallways, corridors egress 
pathways)  

8 Clean and disinfect hallway and corridor doors 

9 

Conference rooms  
Vacuum carpeted floor or sweep and mop floor  
Clean and disinfect conference tables, Charis and other furniture 
Arrange conference tables and chairs  
Carpet extraction 

11 

Kitchenette  
Clean and disinfect sink, faucet and dispensers 
Sweep and mop floor / vacuum floor 
Spot clean carpet  
Spot clean wall surfaces  
Clean microwave 
Clean refrigerator  
Clean tables and chairs  
Refill dispensers  
Scrub and polish floors  

12 

Restroom 
Sweep, mop and disinfect floor  
Clean and disinfect doors and handles  
Clean and disinfect toilet stall doors and panels 
Sanitize toilet fixtures  
Sanitize sinks, faucets and dispensers  
sanitize toilet fixtures  
Empty sanitary napkin receptacles and sanitize 
Clean mirrors  
Refill dispensers  
Scrub and polish floors  

13 

Office room  
Vacuum or sweep and mop  floor  
Clean and disinfect doors and handles 
Dust office furniture  

14 
Exterior signs 
Dust signs  
Wipe down  
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Building Name: 
Address: 

Total SQFT 
Cleaning Schedule 

Comfort Stations and Pavilions at Bohrer Park and City Hall    
506 S. Frederick Avenue and 31 S. Summit Ave., Gaithersburg, MD 20877  
600 
Refer to Exhibit A, These facilities gets cleaned on Saturdays after 7:00pm or Sundays after 5:00pm 

Frequency 

L.I.N Task N/A 
As 
needed 

Upon 
Request 

On-
Going 

Per 
Hour Per Shift 

Per 
Day 

Per 
Week 

Per 
Month 

Per 
Quarter 

Semi 
Annual Annual 

1 

General  
Trash and Recycle   
Empty trash receptacles and replace liners  
Empty Recycle receptacles   
Refill dispensers  
Sweep and mop non carpeted floors in common areas (hallways, conference 
rooms, etc.) 
Dust windows and doors ledges 
Remove debris around the building within 10-feet from the building  
Sweep around the building 
Dust window sills and blinds  
Spot clean wall surfaces  
Spot clean carpet  
Dust shelving, partitions  
Clean HVAC diffusers  
Clean light diffusers  
Buff floors- non carpeted floors  
Strip and wax floors-non carpeted floors  
Carpet extraction-deep cleaning  
Pressure wash exterior entrances and exit areas 
Interior windows cleaning 
Exterior windows cleaning 

2 

Building Entrance / Exit  
Clean entrance and exit door mats  
Sweep entrance and exist areas of building  (Exit Discharge) 
Clean and disinfect glass doors  
Spot clean wall surfaces  
Clean recessed dirt grid system 

3 
Stairwell 
Sweep and mop stairwell and landing area  
Disinfect stairwell doors, handles and handrails 

4 Clean and disinfect drinking fountains 

5 

Lobby / Waiting room 
Sweep and mop floors  
Vacuum carpeted floors 
Clean reception counter 
Clean and disinfect lobby furniture  
Clean and disinfect doors and handles 
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Additional Cleaning Services: City staff will coordinate with the contractor to prepare these facilities prior to opening for patrons use and after closing for season. The following tasks shall be included in the 
services. 

1) Remove leaves and debris. 2) Pressure wash floors, table and chairs. 3) Scrub and wash restrooms floors. 4) Clean and disinfect restroom fixtures. 5) Wash and disinfect trash and recycle receptacles.

6 

Elevator  
Clean and disinfect elevator control buttons panels 
Clean doors 
Clean elevator cab interior panels and railings 
Mop or vacuum floor 

7 Vacuum carpeted floor finish in common areas (hallways, corridors egress 
pathways)  

8 Clean and disinfect hallway and corridor doors 

9 

Conference rooms  
Vacuum carpeted floor or sweep and mop floor  
Clean and disinfect conference tables, Charis and other furniture 
Arrange conference tables and chairs  
Carpet extraction 

11 

Kitchenette  
Clean and disinfect sink, faucet and dispensers 
Sweep and mop floor / vacuum floor 
Spot clean carpet  
Spot clean wall surfaces  
Clean microwave 
Clean refrigerator  
Clean tables and chairs  
Refill dispensers  
Scrub and polish floors  

12 

Restroom 
Sweep, mop and disinfect floor  
Clean and disinfect doors and handles  
Clean and disinfect toilet stall doors and panels 
Sanitize toilet fixtures  
Sanitize sinks, faucets and dispensers  
sanitize toilet fixtures  
Empty sanitary napkin receptacles and sanitize 
Clean mirrors  
Refill dispensers  
Scrub and polish floors  

13 

Office room  
Vacuum or sweep and mop  floor  
Clean and disinfect doors and handles 
Dust office furniture  

14 
Exterior signs 
Dust signs  
Wipe down  
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Building Name: 
Address: 

Total SQFT: 
Cleaning Schedule: 

Cleaning Supplies: 

Gaithersburg Aquatic Center 
2 Teachers Way, Gaithersburg, MD 20877 
2500 (cleaning area)    
January-December: Sunday, Wednesday and Friday after 
9:00pm City will provide cleaning supplies

Frequency 

L.I.N Task N/A 
As 
needed 

Upon 
Request 

On-
Going 

Per 
Hour 

Per 
Shift 

Per 
Day 

Per 
Week 

Per 
Month 

Per 
Quarter 

Semi 
Annual Annual 

1 

General  
Trash and Recycle   
Empty trash receptacles and replace liners  
Empty Recycle receptacles   
Refill dispensers  
Sweep and mop non carpeted floors in common areas (hallways, conference 
rooms, etc.) 
Dust windows and doors ledges 
Remove debris around the building within 10-feet from the building  
Sweep around the building 
Dust window sills and blinds  
Spot clean wall surfaces  
Spot clean carpet  
Dust shelving, partitions  
Clean HVAC diffusers  
Clean light diffusers  
Buff floors- non carpeted floors  
Strip and wax floors-non carpeted floors  
Carpet extraction-deep cleaning  
Pressure wash exterior entrances and exit areas 
Interior windows cleaning 
Exterior windows cleaning 

2 

Building Entrance / Exit  
Clean entrance and exit door mats  
Sweep entrance and exist areas of building  (Exit Discharge) 
Clean and disinfect glass doors  
Spot clean wall surfaces  
Clean recessed dirt grid system 

3 
Stairwell 
Sweep and mop stairwell and landing area  
Disinfect stairwell doors, handles and handrails 

4 Clean and disinfect drinking fountains 

5 

Lobby / Waiting room 
Sweep and mop floors  
Vacuum carpeted floors 
Clean reception counter 
Clean and disinfect lobby furniture  
Clean and disinfect doors and handles 
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   15 Scrub and wash Pool deck tiles and wash windows in pool area 

6 

Elevator  
Clean and disinfect elevator control buttons panels 
Clean doors 
Clean elevator cab interior panels and railings 
Mop or vacuum floor 

7 Vacuum carpeted floor finish in common areas (hallways, corridors egress 
pathways)  

8 Clean and disinfect hallway and corridor doors 

9 

Conference rooms  
Vacuum carpeted floor or sweep and mop floor  
Clean and disinfect conference tables, Charis and other furniture 
Arrange conference tables and chairs  
Carpet extraction 

11 

Kitchenette  
Clean and disinfect sink, faucet and dispensers 
Sweep and mop floor / vacuum floor 
Spot clean carpet  
Spot clean wall surfaces  
Clean microwave 
Clean refrigerator  
Clean tables and chairs  
Refill dispensers  
Scrub and polish floors  

12 

Restroom 
Sweep, mop and disinfect floor  
Clean and disinfect doors and handles  
Clean and disinfect toilet stall doors and panels 
Sanitize toilet fixtures  
Sanitize sinks, faucets and dispensers  
sanitize toilet fixtures  
Empty sanitary napkin receptacles and sanitize 
Clean mirrors  
Refill dispensers  
Scrub and polish floor tiles and wall tiles  
Clean and disinfect lockers 

13 

Office room  
Vacuum or sweep and mop  floor  
Clean and disinfect doors and handles 
Dust office furniture  

14 
Exterior signs 
Dust signs  
Wipe down  
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Building Name: 
Address: 

Total SQFT 

Cleaning Schedule 

Activity Center 
506 South Frederick Avenue, Gaithersburg, MD 20877  
40,000 
Refer to Exhibit A, this facility needs day porter services, cleaning staff during services hours will perform cleaning 
and porter services as directed by F&CP Department. This facility require walk behind automatic floor sweeper (wet/
dry) to clean gymnasium floors on daily or as directed basis. 

Frequency 

L.I.N Task N/A 
As 
needed 

Upon 
Request 

On-
Going 

Per 
Hour Per Shift 

Per 
Day 

Per 
Week 

Per 
Month 

Per 
Quarter 

Semi 
Annual Annual 

1 

General  
Trash and Recycle   
Empty trash receptacles and replace liners  
Empty Recycle receptacles   
Refill dispensers  
Sweep and mop non carpeted floors in common areas (hallways, conference 
rooms, etc.) 
Dust windows and doors ledges 
Remove debris around the building within 10-feet from the building  
Sweep around the building 
Dust window sills and blinds  
Spot clean wall surfaces  
Spot clean carpet  
Dust shelving, partitions  
Clean HVAC diffusers  
Clean light diffusers  
Buff floors- non carpeted floors  
Strip and wax floors-non carpeted floors  
Carpet extraction-deep cleaning  
Pressure wash exterior entrances and exit areas 
Interior windows cleaning 
Exterior windows cleaning 

2 

Building Entrance / Exit  
Clean entrance and exit door mats  
Sweep entrance and exist areas of building  (Exit Discharge) 
Clean and disinfect glass doors  
Spot clean wall surfaces  
Clean recessed dirt grid system 

3 
Stairwell 
Sweep and mop stairwell and landing area  
Disinfect stairwell doors, handles and handrails 

4 Clean and disinfect drinking fountains 

5 

Lobby / Waiting room 
Sweep and mop floors  
Vacuum carpeted floors 
Clean reception counter 
Clean and disinfect lobby furniture  
Clean and disinfect doors and handles 
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15 Day Porter Services 

6 

Elevator  
Clean and disinfect elevator control buttons panels 
Clean doors 
Clean elevator cab interior panels and railings 
Mop or vacuum floor 

7 Vacuum carpeted floor finish in common areas (hallways, corridors egress 
pathways)  

8 Clean and disinfect hallway and corridor doors 

9 

Conference rooms  
Vacuum carpeted floor or sweep and mop floor  
Clean and disinfect conference tables, Charis and other furniture 
Arrange conference tables and chairs  
Carpet extraction 

11 

Kitchenette  
Clean and disinfect sink, faucet and dispensers 
Sweep and mop floor / vacuum floor 
Spot clean carpet  
Spot clean wall surfaces  
Clean microwave 
Clean refrigerator  
Clean tables and chairs  
Refill dispensers  
Scrub and polish floors  

12 

Restroom 
Sweep, mop and disinfect floor  
Clean and disinfect doors and handles  
Clean and disinfect toilet stall doors and panels 
Sanitize toilet fixtures  
Sanitize sinks, faucets and dispensers  
sanitize toilet fixtures  
Empty sanitary napkin receptacles and sanitize 
Clean mirrors  
Refill dispensers  
Scrub and polish floors  

13 

Office room  
Vacuum or sweep and mop  floor  
Clean and disinfect doors and handles 
Dust office furniture  

14 
Exterior signs 
Dust signs  
Wipe down  
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Building Name: Arts Barn 
Address: 311 Kent Square Road, Gaithersburg, MD 20878 

Total SQFT 9,300 

Cleaning Schedule 
January-December, Mon, Friday and Saturday between 7:00am-11:00am, City may request schedule 
changes to accommodate summer programs. 

Frequency 

L.I.N Task N/A 
As 
needed 

Upon 
Request 

On-
Going Per Hour 

Per 
Shift 

Per 
Day 

Per 
Week 

Per 
Month 

Per 
Quarter 

Semi 
Annual Annual 

1 

General  
Trash and Recycle   
Empty trash receptacles and replace liners  
Empty Recycle receptacles   
Refill dispensers  
Sweep and mop non carpeted floors in common areas (hallways, conference 
rooms, etc.) 
Dust windows and doors ledges 
Remove debris around the building within 10-feet from the building  
Sweep around the building 
Dust window sills and blinds  
Spot clean wall surfaces  
Spot clean carpet  
Dust shelving, partitions  
Clean HVAC diffusers  
Clean light diffusers  
Buff floors- non carpeted floors  
Strip and wax floors-non carpeted floors  
Carpet extraction-deep cleaning  
Pressure wash exterior entrances and exit areas 
Interior windows cleaning 
Exterior windows cleaning 

2 

Building Entrance / Exit  
Clean entrance and exit door mats  
Sweep entrance and exist areas of building  (Exit Discharge) 
Clean and disinfect glass doors  
Spot clean wall surfaces  
Clean recessed dirt grid system 

3 
Stairwell 
Sweep and mop stairwell and landing area  
Disinfect stairwell doors, handles and handrails 

4 Clean and disinfect drinking fountains 

5 

Lobby / Waiting room 
Sweep and mop floors  
Vacuum carpeted floors 
Clean reception counter 
Clean and disinfect lobby furniture  
Clean and disinfect doors and handles 
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15 

Theater Area 
Vacuum carpet 
Mop stage 
Clean and disinfect doors and handles 
Vacuum seats and remove stains 

6 

Elevator  
Clean and disinfect elevator control buttons panels 
Clean doors 
Clean elevator cab interior panels and railings 
Mop or vacuum floor 

7 Vacuum carpeted floor finish in common areas (hallways, corridors egress 
pathways)  

8 Clean and disinfect hallway and corridor doors 

9 

Conference rooms  
Vacuum carpeted floor or sweep and mop floor  
Clean and disinfect conference tables, Charis and other furniture 
Arrange conference tables and chairs  
Carpet extraction 

11 

Kitchenette  
Clean and disinfect sink, faucet and dispensers 
Sweep and mop floor / vacuum floor 
Spot clean carpet  
Spot clean wall surfaces  
Clean microwave 
Clean refrigerator  
Clean tables and chairs  
Refill dispensers  
Scrub and polish floors  

12 

Restroom 
Sweep, mop and disinfect floor  
Clean and disinfect doors and handles  
Clean and disinfect toilet stall doors and panels 
Sanitize toilet fixtures  
Sanitize sinks, faucets and dispensers  
sanitize toilet fixtures  
Empty sanitary napkin receptacles and sanitize 
Clean mirrors  
Refill dispensers  
Scrub and polish floors  

13 

Office room  
Vacuum or sweep and mop  floor  
Clean and disinfect doors and handles 
Dust office furniture  

14 
Exterior signs 
Dust signs  
Wipe down  
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Dust and clean blinds, duct fixtures, scrub stage floors, stain removal, clean 
interior surfaces of windows, wipe down doors and clean ventilation registers. 
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Building Name: Water Park at Bohrer Park 
Address: 512 South Frederick Avenue, Gaithersburg, MD 20877 

Total SQFT: 5,500 
Cleaning Schedule: Refer Exhibit A, additional cleaning, January-December: Clean office space building- Monday, Wednesday, Friday 
Cleaning Supplies: City will provide cleaning supplies as needed 

Frequency 

L.I.N Task N/A 
As 
needed 

Upon 
Request 

On-
Going 

Per 
Hour 

Per 
Shift 

Per 
Day 

Per 
Week 

Per 
Month 

Per 
Quarter 

Semi 
Annual Annual 

1 

General  
Trash and Recycle   
Empty trash receptacles and replace liners  
Empty Recycle receptacles   
Refill dispensers  
Sweep and mop non carpeted floors in common areas (hallways, conference 
rooms, etc.) 
Dust windows and doors ledges 
Remove debris around the building within 10-feet from the building  
Sweep around the building 
Dust window sills and blinds  
Spot clean wall surfaces  
Spot clean carpet  
Dust shelving, partitions  
Clean HVAC diffusers  
Clean light diffusers  
Buff floors- non carpeted floors  
Strip and wax floors-non carpeted floors  
Carpet extraction-deep cleaning  
Pressure wash exterior entrances and exit areas 
Interior windows cleaning 
Exterior windows cleaning 

2 

Building Entrance / Exit  
Clean entrance and exit door mats  
Sweep entrance and exist areas of building  (Exit Discharge) 
Clean and disinfect glass doors  
Spot clean wall surfaces  
Clean recessed dirt grid system 

3 
Stairwell 
Sweep and mop stairwell and landing area  
Disinfect stairwell doors, handles and handrails 

4 Clean and disinfect drinking fountains 

5 

Lobby / Waiting room 
Sweep and mop floors  
Vacuum carpeted floors 
Clean reception counter 
Clean and disinfect lobby furniture  
Clean and disinfect doors and handles 

6 Elevator 
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Clean and disinfect elevator control buttons panels 
Clean doors 
Clean elevator cab interior panels and railings 
Mop or vacuum floor 

7 Vacuum carpeted floor finish in common areas (hallways, corridors egress 
pathways)  

8 Clean and disinfect hallway and corridor doors 

9 

Conference rooms  
Vacuum carpeted floor or sweep and mop floor  
Clean and disinfect conference tables, Charis and other furniture 
Arrange conference tables and chairs  
Carpet extraction 

11 

Kitchenette  
Clean and disinfect sink, faucet and dispensers 
Sweep and mop floor / vacuum floor 
Spot clean carpet  
Spot clean wall surfaces  
Clean microwave 
Clean refrigerator  
Clean tables and chairs  
Refill dispensers  
Scrub and polish floors  

12 

Restroom 
Sweep, mop and disinfect floor  
Clean and disinfect doors and handles  
Clean and disinfect toilet stall doors and panels 
Sanitize toilet fixtures  
Sanitize sinks, faucets and dispensers  
sanitize toilet fixtures  
Empty sanitary napkin receptacles and sanitize 
Clean mirrors  
Refill dispensers  
Scrub and polish floors  
Pressure wash bathhouse floors  

13 

Office room  
Vacuum or sweep and mop  floor  
Clean and disinfect doors and handles 
Dust office furniture  

14 
Exterior signs 
Dust signs  
Wipe down  
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Building Name: Skate Park at Bohrer Park 
Address: 510 South Frederick  Avenue, Gaithersburg, MD 20877 

Total SQFT: 5,500 
Cleaning Schedule: Refer Exhibit A, April-November, Clean office and lobby- Monday-Saturday after 6:00pm 

Frequency 

L.I.N Task N/A 
As 
needed 

Upon 
Request 

On-
Going 

Per 
Hour 

Per 
Shift 

Per 
Day 

Per 
Week 

Per 
Month 

Per 
Quarter 

Semi 
Annual Annual 

1 

General  
Trash and Recycle   
Empty trash receptacles and replace liners  
Empty Recycle receptacles   
Refill dispensers  
Sweep and mop non carpeted floors in common areas (hallways, conference 
rooms, etc.) 
Dust windows and doors ledges 
Remove debris around the building within 10-feet from the building  
Sweep around the building 
Dust window sills and blinds  
Spot clean wall surfaces  
Spot clean carpet  
Dust shelving, partitions  
Clean HVAC diffusers  
Clean light diffusers  
Buff floors- non carpeted floors  
Strip and wax floors-non carpeted floors  
Carpet extraction-deep cleaning  
Pressure wash exterior entrances and exit areas 
Interior windows cleaning 
Exterior windows cleaning 

2 

Building Entrance / Exit  
Clean entrance and exit door mats  
Sweep entrance and exist areas of building  (Exit Discharge) 
Clean and disinfect glass doors  
Spot clean wall surfaces  
Clean recessed dirt grid system 

3 
Stairwell 
Sweep and mop stairwell and landing area  
Disinfect stairwell doors, handles and handrails 

4 Clean and disinfect drinking fountains 

5 

Lobby / Waiting room 
Sweep and mop floors  
Vacuum carpeted floors 
Clean reception counter 
Clean and disinfect lobby furniture  
Clean and disinfect doors and handles 

6 Elevator 
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Clean and disinfect elevator control buttons panels 
Clean doors 
Clean elevator cab interior panels and railings 
Mop or vacuum floor 

7 Vacuum carpeted floor finish in common areas (hallways, corridors egress 
pathways)  

8 Clean and disinfect hallway and corridor doors 

9 

Conference rooms  
Vacuum carpeted floor or sweep and mop floor  
Clean and disinfect conference tables, Charis and other furniture 
Arrange conference tables and chairs  
Carpet extraction 

11 

Kitchenette  
Clean and disinfect sink, faucet and dispensers 
Sweep and mop floor / vacuum floor 
Spot clean carpet  
Spot clean wall surfaces  
Clean microwave 
Clean refrigerator  
Clean tables and chairs  
Refill dispensers  
Scrub and polish floors  

12 

Restroom 
Sweep, mop and disinfect floor  
Clean and disinfect doors and handles  
Clean and disinfect toilet stall doors and panels 
Sanitize toilet fixtures  
Sanitize sinks, faucets and dispensers  
sanitize toilet fixtures  
Empty sanitary napkin receptacles and sanitize 
Clean mirrors  
Refill dispensers  
Scrub and polish floors  
Pressure wash bathhouse floors  

13 

Office room  
Vacuum or sweep and mop  floor  
Clean and disinfect doors and handles 
Dust office furniture  

14 
Exterior signs 
Dust signs  
Wipe down  
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Building Name: Olde Towne Youth Center 
Address: 301 Teachers way, Gaithersburg, MD 20877 

Total SQFT: 7,000 
Cleaning Schedule: January-December, Mon-Friday after 8:00pm  

Floor cleaning Note: 
Significant portion of floors in this facility finished with rubber tiles, contractor may consider using walk behind battery 
powered floor cleaner for better efficient results. 

Frequency 

L.I.N Task N/A 
As 
needed 

Upon 
Request 

On-
Going 

Per 
Hour 

Per 
Shift 

Per 
Day 

Per 
Week 

Per 
Month 

Per 
Quarter 

Semi 
Annual Annual 

1 

General  
Trash and Recycle   
Empty trash receptacles and replace liners  
Empty Recycle receptacles   
Refill dispensers  
Sweep and mop non carpeted floors in common areas (hallways, conference 
rooms, etc.) 
Dust windows and doors ledges 
Remove debris around the building within 10-feet from the building  
Sweep around the building 
Dust window sills and blinds  
Spot clean wall surfaces  
Spot clean carpet  
Dust shelving, partitions  
Clean HVAC diffusers  
Clean light diffusers  
Buff floors- non carpeted floors  
Strip and wax floors-non carpeted floors  
Carpet extraction-deep cleaning  
Pressure wash exterior entrances and exit areas 
Interior windows cleaning 
Exterior windows cleaning (first floor only) 

2 

Building Entrance / Exit  
Clean entrance and exit door mats  
Sweep entrance and exist areas of building  (Exit Discharge) 
Clean and disinfect glass doors  
Spot clean wall surfaces  
Clean recessed dirt grid system 

3 
Stairwell 
Sweep and mop stairwell and landing area  
Disinfect stairwell doors, handles and handrails 

4 Clean and disinfect drinking fountains 

5 

Lobby / Waiting room 
Sweep and mop floors  
Vacuum carpeted floors 
Clean reception counter 
Clean and disinfect lobby furniture  
Clean and disinfect doors and handles 
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6 

Elevator  
Clean and disinfect elevator control buttons panels 
Clean doors 
Clean elevator cab interior panels and railings 
Mop or vacuum floor 

7 Vacuum carpeted floor finish in common areas (hallways, corridors egress 
pathways)  

8 Clean and disinfect hallway and corridor doors 

9 

Conference rooms/Program Rooms  
Vacuum carpeted floor or non-carpeted sweep and mop floor  
Clean and disinfect conference tables, Charis and other furniture 
Arrange conference tables and chairs  
Carpet extraction or floor buffing 

11 

Kitchenette  
Clean and disinfect sink, faucet and dispensers 
Sweep and mop floor / vacuum floor 
Spot clean carpet  
Spot clean wall surfaces  
Clean microwave 
Clean refrigerator  
Clean tables and chairs  
Refill dispensers  
Scrub and polish floors  

12 

Restroom 
Sweep, mop and disinfect floor  
Clean and disinfect doors and handles  
Clean and disinfect toilet stall doors and panels 
Sanitize toilet fixtures  
Sanitize sinks, faucets and dispensers  
sanitize toilet fixtures  
Empty sanitary napkin receptacles and sanitize 
Clean mirrors  
Refill dispensers  
Scrub and polish floors  

13 

Office room  
Vacuum or sweep and mop  floor  
Clean and disinfect doors and handles 
Dust office furniture  

14 
Exterior signs 
Dust signs  
Wipe down  
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Building Name: Robertson Park Youth Center 
Address: 801 Rabbitt Road, Gaithersburg, MD 20878 

Total SQFT: 6,300 
Cleaning Schedule: January-December, Mon-Friday after 8:00pm 

Frequency 

L.I.N Task N/A 
As 
needed 

Upon 
Request 

On-
Going 

Per 
Hour 

Per 
Shift 

Per 
Day 

Per 
Week 

Per 
Month 

Per 
Quarter 

Semi 
Annual Annual 

1 

General  
Trash and Recycle   
Empty trash receptacles and replace liners  
Empty Recycle receptacles   
Refill dispensers  
Sweep and mop non carpeted floors in common areas (hallways, conference 
rooms, etc.) 
Dust windows and doors ledges 
Remove debris around the building within 10-feet from the building  
Sweep around the building 
Dust window sills and blinds  
Spot clean wall surfaces  
Spot clean carpet  
Dust shelving, partitions  
Clean HVAC diffusers  
Clean light diffusers  
Buff floors- non carpeted floors  
Strip and wax floors-non carpeted floors  
Carpet extraction-deep cleaning  
Pressure wash exterior entrances and exit areas 
Interior windows cleaning 
Exterior windows cleaning 

2 

Building Entrance / Exit  
Clean entrance and exit door mats  
Sweep entrance and exist areas of building  (Exit Discharge) 
Clean and disinfect glass doors  
Spot clean wall surfaces  
Clean recessed dirt grid system 

3 
Stairwell 
Sweep and mop stairwell and landing area  
Disinfect stairwell doors, handles and handrails 

4 Clean and disinfect drinking fountains 

5 

Lobby / Waiting room 
Sweep and mop floors  
Vacuum carpeted floors 
Clean reception counter 
Clean and disinfect lobby furniture  
Clean and disinfect doors and handles 

6 Elevator 
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Clean and disinfect elevator control buttons panels                         
Clean doors                         
Clean elevator cab interior panels and railings                         
Mop or vacuum floor                         

7 Vacuum carpeted floor finish in common areas (hallways, corridors egress 
pathways)                          

8 Clean and disinfect hallway and corridor doors                         

9 

Conference rooms/Program Rooms    
Vacuum carpeted floor or non-carpeted sweep and mop floor                          
Clean and disinfect conference tables, Charis and other furniture                          
Arrange conference tables and chairs                          
Carpet extraction or floor buffing                         

11 

Kitchenette    
Clean and disinfect sink, faucet and dispensers                          
Sweep and mop floor / vacuum floor                         
Spot clean carpet                          
Spot clean wall surfaces                          
Clean microwave                         
Clean refrigerator                          
Clean tables and chairs                          
Refill dispensers                          
Scrub and polish floors                          

12 

Restroom   
Sweep, mop and disinfect floor                          
Clean and disinfect doors and handles                          
Clean and disinfect toilet stall doors and panels                          
Sanitize toilet fixtures                          
Sanitize sinks, faucets and dispensers                          
sanitize toilet fixtures                          
Empty sanitary napkin receptacles and sanitize                         
Clean mirrors                          
Refill dispensers                          
Scrub and polish floors                          

13 

Office room    
Vacuum or sweep and mop  floor                          
Clean and disinfect doors and handles                          
Dust office furniture                          

14 
Exterior signs   
Dust signs                          
Wipe down                          
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 Building Name:   Olde Towne Parking Garage       
 Address:   112 Olde Towne Avenue, Gaithersburg, MD 20877       
 Total SQFT:  212,000          

 Cleaning Schedule:  January-December, Mon- Saturday 6:00am-6:00pm, Sunday 6:00am-10:00am   
    
   Frequency  

L.I.N Task N/A 
As 
needed  

Upon 
Request  

On-
Going  

Per 
Hour  

Per 
Shift 

Per 
Day  

Per 
Week  

Per 
Month  

Per 
Quarter  

Semi 
Annual  Annual  

1 

General    
Trash and Recycle                           
Empty trash receptacles and replace liners                          
Empty Recycle receptacles                           
Refill dispensers                          
Sweep and mop non carpeted floors in common areas (hallways, conference 
rooms, etc.)                         
Dust windows and doors ledges                         
Remove debris around the building within 10-feet from the building                          
Sweep around the building                         
Dust window sills and blinds                          
Spot clean wall surfaces                          
Spot clean carpet                          
Dust shelving, partitions                          
Clean HVAC diffusers                          
Clean light diffusers                          
Buff floors- non carpeted floors                          
Strip and wax floors-non carpeted floors                          
Carpet extraction-deep cleaning                          
Pressure wash exterior entrances and exit areas                         
Interior windows cleaning                         
Exterior windows cleaning 
Clean disinfect emergency phones 
Pick up trash and debris in parking spaces 
Sweep bridge walkway  
Additional cleaning as needed       

  

    

  

            

2 

Building Entrance / Exit    
Clean entrance and exit doors, glass and mats,                           
Sweep entrance and exist areas of building  (Exit Discharge)                         
Clean and disinfect glass doors                          
Spot clean wall surfaces                          
Clean recessed dirt grid system                         

3 

Stairwell   
Sweep and mop stairwell and landing area                          
Disinfect stairwell doors, handles and handrails  
Pressure wash stairwells             

  
    

  
      

4 Clean and disinfect drinking fountains                          
5 Lobby / Waiting room   
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Sweep and mop floors                          
Vacuum carpeted floors                         
Clean reception counter                         
Clean and disinfect lobby furniture                          
Clean and disinfect doors and handles                          

6 

Elevator    
Clean and disinfect elevator control buttons panels                         
Clean doors                         
Clean elevator cab interior panels and railings                         
Mop or vacuum floor 
Clean, mop, dust elevator machine room             

  
  

  
        

7 Vacuum carpeted floor finish in common areas (hallways, corridors egress 
pathways)                          

8 Clean and disinfect hallway and corridor doors                         

9 

Conference rooms/Program Rooms    
Vacuum carpeted floor or non-carpeted sweep and mop floor                          
Clean and disinfect conference tables, Charis and other furniture                          
Arrange conference tables and chairs                          
Carpet extraction or floor buffing                         

11 

Kitchenette    
Clean and disinfect sink, faucet and dispensers                          
Sweep and mop floor / vacuum floor                         
Spot clean carpet                          
Spot clean wall surfaces                          
Clean microwave                         
Clean refrigerator                          
Clean tables and chairs                          
Refill dispensers                          
Scrub and polish floors                          

12 

Restroom   
Sweep, mop and disinfect floor                          
Clean and disinfect doors and handles                          
Clean and disinfect toilet stall doors and panels                          
Sanitize toilet fixtures                          
Sanitize sinks, faucets and dispensers                          
sanitize toilet fixtures                          
Empty sanitary napkin receptacles and sanitize                         
Clean mirrors                          
Refill dispensers                          
Scrub and polish floors                          

13 

Office room    
Vacuum or sweep and mop  floor                          
Clean and disinfect doors and handles                          
Dust office furniture                          

14 
Exterior signs   
Dust signs                          
Wipe down                          
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 Building Name:   Community Services Offices at Wells Robertson House      
 Address:   1 Wells Avenue, Gaithersburg, MD 20877       
 Total SQFT  650          

 Cleaning Schedule  January-December, Mon-Friday between 8:00am-10:00am  
                
   Frequency  

L.I.N Task N/A 
As 
needed  

Upon 
Request  

On-
Going  

Per 
Hour  

Per 
Shift 

Per 
Day  

Per 
Week  

Per 
Month  

Per 
Quarter  

Semi 
Annual  Annual  

1 

General    
Trash and Recycle                           
Empty trash receptacles and replace liners                          
Empty Recycle receptacles                           
Refill dispensers                          
Sweep and mop non carpeted floors in common areas (hallways, conference 
rooms, etc.)                         
Dust windows and doors ledges                         
Remove debris around the building within 10-feet from the building                          
Sweep around the building                         
Dust window sills and blinds                          
Spot clean wall surfaces                          
Spot clean carpet                          
Dust shelving, partitions                          
Clean HVAC diffusers                          
Clean light diffusers                          
Buff floors- non carpeted floors                          
Strip and wax floors-non carpeted floors                          
Carpet extraction-deep cleaning                          
Pressure wash exterior entrances and exit areas                         
Interior windows cleaning                         
Exterior windows cleaning                         

2 

Building Entrance / Exit    
Clean entrance and exit door mats                          
Sweep entrance and exist areas of building  (Exit Discharge)                         
Clean and disinfect glass doors                          
Spot clean wall surfaces                          
Clean recessed dirt grid system                         

3 
Stairwell   
Sweep and mop stairwell and landing area                          
Disinfect stairwell doors, handles and handrails                          

4 Clean and disinfect drinking fountains                          

5 

Lobby / Waiting room   
Sweep and mop floors                          
Vacuum carpeted floors                         
Clean reception counter                         
Clean and disinfect lobby furniture                          
Clean and disinfect doors and handles                          
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6 

Elevator    
Clean and disinfect elevator control buttons panels                         
Clean doors                         
Clean elevator cab interior panels and railings                         
Mop or vacuum floor                         

7 Vacuum carpeted floor finish in common areas (hallways, corridors egress 
pathways)                          

8 Clean and disinfect hallway and corridor doors                         

9 

Conference rooms    
Vacuum carpeted floor or sweep and mop floor                          
Clean and disinfect conference tables, Charis and other furniture                          
Arrange conference tables and chairs                          
Carpet extraction                         

11 

Kitchenette    
Clean and disinfect sink, faucet and dispensers                          
Sweep and mop floor / vacuum floor                         
Spot clean carpet                          
Spot clean wall surfaces                          
Clean microwave                         
Clean refrigerator                          
Clean tables and chairs                          
Refill dispensers                          
Scrub and polish floors                          

12 

Restroom   
Sweep, mop and disinfect floor                          
Clean and disinfect doors and handles                          
Clean and disinfect toilet stall doors and panels                          
Sanitize toilet fixtures                          
Sanitize sinks, faucets and dispensers                          
sanitize toilet fixtures                          
Empty sanitary napkin receptacles and sanitize                         
Clean mirrors                          
Refill dispensers                          
Scrub and polish floors                          

13 

Office room    
Vacuum or sweep and mop  floor                          
Clean and disinfect doors and handles                          
Dust office furniture                          

14 
Exterior signs   
Dust signs                          
Wipe down                          



Building Name: 
Address: 

Total SQFT
Cleaning Schedule

L.I.N Task N/A As needed Upon Request On-Going Per Hour Per Shift Per Day Per Week Per Month Per Quarter Semi Annual Annual 
General 
Trash and Recycle  
Empty trash receptacles and replace liners 
Empty Recycle receptacles  
Refill dispensers 

Sweep and mop non carpeted floors in common areas (hallways, conference rooms, etc.)
Dust windows and doors ledges
Remove debris around the building within 10-feet from the building 
Sweep around the building
Dust window sills and blinds 
Spot clean wall surfaces 
Spot clean carpet 
Dust shelving, partitions 
Clean HVAC diffusers 
Clean light diffusers 
Buff floors- non carpeted floors 
Strip and wax floors-non carpetted floors 
Carpet extraction-deep cleaning 
Pressure wash exterior entrances and exit areas
Interior windows cleaning
Exterior windows cleaning
Building Entrance / Exit 
Clean entrance and exist door mats 
Sweep entrance and exist areas of building  (Exit Discharge)
Clean and disinfect glass doors 
Spot clean wall surfaces 
Stairwell
Sweep and mop stairwell and landing area 
Disinfect stairwell doors, handles and handrails 

4 Clean and disinfect drinking fountains 
Lobby / Waiting room
Sweep and mop floors 
Vacuum carpeted floors
Clean reception counter
Clean and disinfect lobby furniture 
Clean and disinfect doors and handles 
Elevator 
Clean and disinfect elevator control buttons panels
Clean doors
Clean elevator cab interior panels and railings
Mop or vacuum floor

7
Vacuum carpeted floor finish in common areas (hallways, corridors egress pathways) 

8 Clean and disinfect hallway and corridor doors
Conference rooms 
Vacuum carpeted floor or sweep and mop floor 
Clean and disinfect conference tables, Charis and other furniture 
Arrange conference tables and chairs 
Carpet extraction
Kitchenette 
Clean and disinfect sink, faucet and dispensers 

9

6

Frequency 

1

2

3

5

16 South Summit Ave 
16 South Summit Ave 
38,910



Sweep and mop floor / vacuum floor
Spot clean carpet 
Spot clean wall surfaces 
Clean microwave
Clean refrigerator 
Clean tables and chairs 
Refill dispensers 
Scrubb and polish floors 
Restroom
Sweep,mop and disinfect floor 
Clean and disinfect doors and handles 
Clean and disinfect toilet stall doors and panels 
Sanitize toilet fixtures 
Sanitize sinks, faucets and dispensers 
sanitize toilet fixtures 
Empty sanitary napkin recepticles and sanitize
Clean mirrors 
Refill dispensers 
Scrubb and polish floors 
Office room 
Vacuum or sweep and mop  floor 
Clean and disinfect doors and handles 
Dust office furniture 
Exterior signs
Dust signs 
Wipe down 
Secure Processing & Holding Cells & OutBldg
Clean & disinfect cells & processing area
Clean & disinfect K-9 Kennels
Clean Sallyport & Outbuilding
Pressure Wash cells & processing area
Pressure Wash  K-9 Kennels
Pressure Wash Sallyport & Outbldg
Respond to Bio-Hazard Incidents

11

12

13

15

14
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