
– Weekly –

 Vacuum/wash floors

 Dust

 Clean doorknobs & fixtures

 Empty trash

 Straighten

 Clean vents & window sills

 Monthly chore

 ________________________

– Monthly –

 Wash walls & lights

 Wash windows

 Wash curtains & blinds

 Clean & straighten closets

 ________________________

Name: _____________________________________

Office Checklist
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