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Commercial Cleaning Scope of Works
Checklist

A practical briefing and proposal-comparison tool for Melbourne facility, office and property
managers.

Complete the site and service requirements before requesting proposals. Give every
How to use it provider the same brief, then compare exclusions, quality controls and mobilisation details
- not only price.

1. Site and operating profile

Organisation / site
Site address
Primary contact
Phone and email
Preferred start date

Current provider / arrangement

Operating conditions to record

[ 1 Normal operating hours and quiet periods

[ 1 Approximate daily staff and visitor numbers

[ ] After-hours access window

[ 1 Alarm, key, swipe-card or concierge procedure
[ ] Loading dock, lift or parking restrictions

[ 1 Sensitive, restricted or high-security areas

[ 1 Known peak periods, events or shutdowns

[ ] Existing waste and recycling arrangements
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2. Areas, tasks and frequencies

List each area separately. Avoid broad labels such as 'general cleaning' where the expected result can be described more

clearly.
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Common scope decisions

[ 1 Consumables supply and replenishment responsibilities
[ 1Internal glass versus external window cleaning

[ ] Carpet spotting versus scheduled extraction

[ ] Hard-floor machine cleaning and periodic restoration

[ ] Kitchen appliance interiors and high-level surfaces

[ 1 Waste removal destination and recycling separation

[ 1 Touchpoint disinfection expectations

[ ] Periodic deep-clean tasks and trigger dates

3. Access, safety and quality control

Access and security

[ 1 Named key, swipe-card and alarm responsibilities

[ 1 Arrival, departure and lock-up procedure

[ 1 Restricted rooms and authorised access list

[ 1 Incident and failed-access escalation contacts

[ 1 Privacy requirements for desks, records and screens

[ ] Lost-key or access-card response procedure

Safety and site controls

[] Site induction and sign-in requirements

[ 1 Known hazards and restricted work zones

[ 1 Chemical approval and Safety Data Sheet access
[ 1 Wet-floor signs and pedestrian separation

[ 1 Required PPE and equipment restrictions

[ 1 High-risk work or SWMS requirements

[ 1 Emergency procedures and first-aid arrangements

[ 1 Damage, spill and near-miss reporting
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Quality and reporting
[ 1 Named contract manager and escalation path

[ 1 Inspection frequency and reporting format

[1Issue response target and rectification process

[ ] Missed-service notification process

[ 1 Cleaner substitution and continuity expectations

[ 1 Change-control process for added or removed tasks

[ 1 Review meeting cadence

[ 1 Evidence required before invoice approval

4. Proposal comparison and mobilisation

Scope matches the brief

Exclusions clearly stated

Proposed hours and schedule

Supervision and inspections

Staff vetting and insurance evidence

Equipment and chemicals included

Consumables included / excluded

Issue response commitment

Mobilisation plan

Price and adjustment terms

Contract term and exit conditions

References relevant to this site
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Before mobilisation

[ 1 Final scope and site map issued

[ 1 Access credentials tested before the first service

[ 1 Induction and safety documents completed

[ 1 Cleaning schedule and periodic-task calendar agreed

[ 1 Contact and escalation list confirmed

[ 1 Baseline condition or defects photographed and recorded
[ 1 Consumables and storage arrangements confirmed

[ ] First inspection and review dates booked

Decision notes and follow-up actions

This checklist is a practical briefing aid, not legal or safety advice. Adapt it to your premises, risk controls and procurement
requirements.

Need help turning the checklist into a site-specific proposal? Visit cleaney.com.au or call 1300 707 371.
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