
EXTENT OF SERVICE                                                                       FREQUENCY OF SERVICE

REGULAR SERVICES                                  
I. GENERAL, PRIVATE OFFICES, LOBBY, 
LOUNGE DAILY

W
EEKLY

M
OHTLY

QUARTERLY

SE
M

I-A
NNUALLY

ANNUALLY

X PER W
EEK

X PER M
ONTH

       X PER YEAR

EMPTY WASTEBASKETS

EMPTY & DAMP CLEAN ASHTRAYS

DUST ALL FURNITURE DESK, CHAIRS, TABLES
DUST ALL EXPOSED FILING CABINETS, BOOKCASES & 
SHELVES

DUST ALL TELEPHONES

CLEAN AND SANITIZE TELEPHONES

CLEAN AND SANITIZE DRINKING FOUNTAINS

LOW DUST ALL HORIZONTAL SURFCES TO HAND 
HEIGHT (70") INCLUDING SILLS, LEDGES, SHELVES, 
PICTURE FRAMES, DUCTS, RADIATORS, ETC.

HIGH DUST ABOVE HAND HEIGHT ALL HORIZONTAL 
SURFACES, INCLUDING SHELVES, MOLDINGS, LEDGES

SPOT CLEAN DESK TOPS
SPOT CLEAN RECEPTION LOBBY GLASS INCLUDING 
FRONT DOOR & ANY OTHER PARTITION OR DOOR 
GLASS
CLEAN ENTIRE INTERIOR GLASS IN PARTITIONS & 
DOORS

DUST VENETIAN BLINDS

REMOVE DUST & COBWEBS FROM CEILING AREAS
DUSTMOP RESILIENT, HARDWOOD FLOORS OR 
VACUUM CARPETED FLOORS IN THEIR ENTIRETY
SPOT CLEAN SPILLS & STAINS ON CARPETED & 
RESILIENT FLOORS

VACUUM FURNITURE

SPOT CLEAN FURNITURE



EXTENT OF SERVICE                                                                       FREQUENCY OF SERVICE

REGULAR SERVICES                                  
II. WASHROOMS DAILY

W
EEKLY

M
OHTLY

QUARTERLY

SE
M

I-
ANNUALLY

ANNUALLY

X PER W
EEK

X PER M
ONTH

       X PER YEAR
CLEAN, SANITIZE & POLISH FIXTURES, TOILETS, 
URINALS , HAND BASINS 

CLEAN ALL GLASS & MIRRORS
EMPTY WASTE BINS, INSERT LINERS, SPOT CLEAN AND 
SANITIZE WASTE BINS 

EMPTY & SANITIZE INTERIOR OF SANITARY CONTAINER

SPOT CLEAN ALL WALLS, DOORS & PARTITIONS
REFILL ALL DISPENSERS: NAPKIN, SOAP, TISSUE, 
TOWEL, LINERS, SEAT HOLDERS, CUPS. SUPPLIES TO BE 
FURNISHED BY: CLIENT ___BILLED 
EXTRA___INCLUDED___
LOW DUST ALL HORIZONTAL SURFACES BELOW 36" 
INCLUDING SILLS, MOLDINGS, LEDGES, SHELVES, 
FRAMES, DUCTS, HEATING OUTLETS

HIGH DUST ABOVE HAND HEIGHT ALL HORIZONTAL 
SURFACES, INCLUDING SHELVES, LEDGES, MOLDINGS

SWEEP, DAMP MOP & SANITIZE HARD FLOOR

EXTENT OF SERVICE                                                                       FREQUENCY OF SERVICE
REGULAR SERVICES                                  
III. EATING AREAS                         
CAFETERIA___LUNCHROOM___DININ
G ROOM___VENDING___ DAILY

W
EEKLY

M
OHTLY

QUARTERLY

SE
M

I-A
NNUALLY

ANNUALLY

X PER W
EEK

X PER M
ONTH

X PER YEAR

DAMP CLEAN & SANITIZE TABLE TOPS, SEATS & CHAIRS

DAMP CLEAN PEDESTALS OR LEGS

CLEAN, POLISH & REFILL NAPKIN HOLDERS

EMPTY AND DAMP CLEAN ASHTRAYS

EMPTY ALL CONTAINERS & DISPOSSALS WASH & 
SANITIZE EXTERIOR & INTERIOR OF ALL CONTAINERS

CLEAN & SANITIZE DRINKING FOUNTAIN

SPOT CLEAN DOORS, FRAMES, LIGHT SWITCHES, KICK 
& PUSH PLATES, HANDLES, WALLS & INTERIOR GLASS
LOW DUST (BELOW 36") AND HIGH DUST (ABOVE 72") 
ALL HORIZONTAL SURFACES

CLEAN INTERIOR GLASS IN PARTITIONS & DOORS



EXTENT OF SERVICE                                                                       FREQUENCY OF SERVICE

FLOORS                                                    
RESILIENT AND HARD DAILY

W
EEKLY

M
OHTLY

QUARTERLY

SE
M

I-
ANNUALLY

ANNUALLY

X PER W
EEK

X PER M
ONTH

X PER YEAR

SPOT & DAMP MOP
SPRAY BUFF OPEN AREAS, INCLUDING KNEEHOLES OF 
DESKS

SCRUB TO REMOVE SCUFF & HEEL MARKS, REFINISH 
TO MAINTAIN PROTECTIVE COATING AND GLOSS

STRIP, CLEAN, REFINISH & MACHINE POLISH

EXTENT OF SERVICE                                                                       FREQUENCY OF SERVICE
*WINDOWS                                                    

*IF THIS SERVICE IS REQUESTED, IT WILL BE PRICED 
SEPARATELY DAILY

W
EEKLY

M
OHTLY

QUARTERLY

SE
M

I-
ANNUALLY

ANNUALLY

X PER 

W
EEK

X PER 

M
ONTH

X PER YEAR

CLEAN EXT. OUTSIDE

LOCATION:

CLEAN EXT. INSIDE

LOCATION:

EXTENT OF SERVICE                                                                       FREQUENCY OF SERVICE

PLANT OR FACTORY AREAS DAILY
W

EEKLY

M
OHTLY

QUARTERLY

SE
M

I-
ANNUALLY

ANNUALLY

X PER W
EEK

X PER M
ONTH

X PER YEAR

MACHINE VACUUM SWEEP

BROOM SWEEP

DAMP MOP

MACHINE SCRUB

EMPTY TRASH CONTAINERS AND DISPOSALS

LOCATION(S):



EXTENT OF SERVICE                                                                       FREQUENCY OF SERVICE

GENERAL DAILY
W

EEKLY

M
OHTLY

QUARTERLY

SE
M

I-
ANNUALLY

ANNUALLY

X PER W
EEK

X PER M
ONTH

     X PER YEAR
NOTIFY BUILDING CONTACT OF ANY OBSERVED 
IRREGULARITIES (I.E. DEFECTIVE PLUMBING, 
UNLOCKED DOORS, LIGHTS LEFT ON, INVENTORY 
REQUIREMENTS, RESTROOM SUPPLIES.)

TURN OFF ALL LIGHTS EXCEPT THOSE TO BE LEFT ON. 
CLOSE WINDOWS, LOCK DOORS, REPORT EVACUATION 
OF BUILDING TO SECURITY ORGANIZATION

CUSTOMER SERVICE VISIT

FORMAL CUSTOMER REVIEW

All material is guaranteed to be as specified and the above work to be performed in accordance with the 
drawings and specifications submitted for above work and completed in a substantial workmanlike manner
for the sum of:_______________________________________________________________dollars $
with payments to be made as follows:_________________________________________________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________

Any alterartion or deviation from above specifications involving extra costs, will be executed only upon written
orders and will become an extra charge over and above the estimate. Agreements are contingent upon strikes,
accidents or delays beyond our control. Owner to carry fire, tornado and other necessary insurance upon the 

Note - This proposal may be withdrawn by Harris Cleaning, LLC if it is not accepted within ____ days.

The above prices, specifications and conditions are satisfactory and are hereby accepted. Harris Cleaning, LLC
is authorized to do the work as specified. Payment will be made as outlined above.

ACCEPTED BY:

__________________________________________________________________________________________________
DATE

HARRIS CLEANING REPRESENTATIVE DATE

ACCEPTANCE OF PROPOSAL

execution of noted work. Insurance on above noted work to be taken out by


