
The Interior Environment
Programed Maintenance System
Monitoring and Management of Cleaning Services



3 Phases
• Phase 1 – Discovery

• Unfortunately on Hold for Now

• Phase 2 – Development
• Still in Rough Draft Form
• Collaboration to Complete 

Fundamental Documents
• Templates are Set for 

Remaining Buildings

• Phase 3 –
Implementation
• To be Completed
• Inspection Program Data Input
• Quality Assurance Program

• Monitor/Manage Schedule
• Quality Inspections
• Quality Reports



Phase 1 – Discovery
Observe and Analyze Current Cleaning Program



Analyze Current Janitorial Program

• Review Current 
Contract and 
Scope of Services

• Investigate Recent 
Documentation

• Evaluate Services 
and Task Lists

• Interview Liaisons
• Examine Pricing



Perform Building Audits

• Tour Each 
Building

• Audit Cleanliness
• Calculate Score
• Establish 

Baseline
• Determine 

Developmental 
Progression



Phase 2 – Development
Create Janitorial Programed Maintenance System



Defining Cleaning Systems
Contract Beginning

Contract End

Exceptional Cleaning Level

Unacceptable Cleaning Level

Absence of Cleaning

Reactionary Cleaning`

Programmed Cleaning



Programed Maintenance System

• Establish Higher 
Expectations

• Determine Clear 
Definitions and 
Terminology

• Set Expectations and 
Cleaning Standards

• Complete Detail  of 
Scope of Services

• Develop Building 
Profiles for Accuracy

• Create Quality 
Assurance Program



Embracing Higher Industry Standards

• ISSA 
• Cleaning Industry’s 

Largest Global 
Association

• ISSA – CMI
• Cleaning Management 

Institute
• Certifies Janitorial 

Services Management

• IICRC
• Institute of Inspection, 

Cleaning, and 
Restoration Certification

• Certifies Technicians



Janitorial Requirements Document

• For All Buildings
• Definitions and 

Terminology
• Performance 

Standards
• Statement of Work
• Scope of Services
• Contractor’s Quality 

Control Program



Establishing Expectations

Definitions of Terminology Performance Standards



Janitorial Requirements
• Common Definitions

• Words or Terms
• Objects
• Processes
• Areas
• Service Procedures

• Common Standards
• General Janitorial
• Waste Disposal
• Policing (Day Porter)
• Specific Area Cleaning
• Hard Floor Maintenance
• Carpet Cleaning
• Window Cleaning



Defining the Scope of Services
• Communication 

Logbook
• Cleaning Cycle and 

Frequencies
• Janitorial Details
• Hard Floor Details
• Carpet Cleaning Details
• Quality Control Program

• Regular Inspections
• Employee Training/Certification

• Quality Assurance
• Monitoring and Measuring



Specific Building Profile Document
• General Information
• Building Measurements

• Itemized Square Footages

• Janitorial Services
• Floor Plan (Common, Offices 

and N/A)
• Itemized Details (Room #’s, Sq. 

Ft. and Rating)

• Floor Maintenance
• Floor Plan (Flooring ID)
• Details (Room #’s, Sq. Ft. and 

Classification)

• Carpet Care
• Floor Plan (Traffic Conditions)
• Details (Room #’s, Sq. Ft. and 

Traffic Conditions)

• Window Cleaning



Quality Assurance Program
• Proactive Approach 

for Accountability
• Ensures Services 

Requested are 
Achieved

• Confirms Service 
Performance

• Requires 
Contractor’s Quality 
Control Reports

• Requires 
Inspections



Required Janitorial Documentation

• Hazard Analysis and Safety 
Plan

• Safety Data Sheets (SDS)
• Personal Protective 

Equipment (PPE)
• Equipment

• Identification and Preventative 
Maintenance System (PMS) Log

• Quality Control Program
• Inspection Protocol and Frequency

• Employee Training and 
Certification Programs

• Hard Floor Maintenance 
Certification

• Carpet Cleaning 
Certification



Quality Assurance Surveillance

• Reactionary 
Inspection
• As a Result of Complaint or 

Condition

• Planned Inspections
• Informal – Cursory

• Ensures Basic Services are 
Performed

• Formal – Detailed
• Systematically Examine and 

Calculate Inspection Score

• Intended for
Contract Evaluation



Phase 3 – Implementation
Implement, Manage and Monitor the Janitorial Program



Contractor Communication Requirements

• Rapid Response to 
Daily Emergencies

• Supervisor’s Daily 
Meetings

• Supervisor’s 
Weekly Reports

• Detailed Inspection 
Reports as they 
Occur

• Managers Monthly 
Report



Monitoring the Janitorial Program

• Contractor’s Quality 
Control Inspection 
Schedule and 
Dates

• Quality Assurance 
Inspections

• Joint Inspections
• Independent Third-

Party Inspections
• Document Results



Sustainable Results

• Establish Expectation 
of End Results

• Build Program for 
Building Requirements

• Implement Program
• Initial Clean to Reach 

Acceptable 
Appearance

• Manage and Monitor 
Cleaning Results

• Make Adjustments



Janitorial Requirements
• Common Definitions

• Words or Terms
• Objects
• Processes
• Areas
• Service Procedures

• Common Standards
• General Janitorial
• Waste Disposal
• Policing (Day Porter)
• Specific Area Cleaning
• Hard Floor Maintenance
• Carpet Cleaning
• Window Cleaning



Establishing Expectations
Definitions of 
Terminology Performance Standards



Defining the Scope of Services
• Communication 

Logbook
• Cleaning Cycle and 

Frequencies
• Janitorial Details
• Hard Floor Details
• Carpet Cleaning Details
• Quality Control Program

• Regular Inspections
• Employee Training/Certification

• Quality Assurance
• Monitoring and Measuring



Phase 3 – Implement the Program
Checks and Balances



Janitorial Building Logbook
• Logbook Contents

• City Holidays & Closures
• Liaison Special Request 

Sheet
• Sign In and Out Sheets

• Janitorial & Supervisor
• Day Porters
• Floor Maintenance

• Building Task Sheets
• Janitorial 
• Hard Floor Maintenance
• Carpet Cleaning
• Window Cleaning

• Building Profile
• Janitorial Requirements
• Safety Policies and 

Procedures



Day Porters and Floor Maintenance



Task Sheets – Pages 1 & 2



Task Sheets – Pages 3 & 4



Building Profile Document
• General Information
• Janitorial Services

• Square Footage Summary
• Service Tasks & Frequencies
• Floor Plans
• Itemized Sq. Ft. Table

• Hard Floor Maintenance
• Square Footage Summary
• Service Tasks & Frequencies
• Floor Plans
• Itemized Sq. Ft. Table

• Carpet Cleaning
• Square Footage Summary
• Service Tasks & Frequencies
• Floor Plans
• Itemized Sq. Ft. Table

• Window Cleaning



Janitorial Services



Floor Plans & Sq. Ft. Tables



Hard Floor Maintenance



Floor Plans & Sq. Ft. Tables



Carpet Cleaning



Floor Plans & Sq. Ft. Tables



Logbook Additional Information
• Janitorial 

Requirements
• This document is included in 

the logbook as a reference.
• Contains all expectations for 

cleaning the building.
• Manufacturer 

(Optional)
• Recommended 

Maintenance Methods for 
Flooring Products

• Safety 
Policies/Procedures
• Fire Alarm Protocol
• Bomb Threat Protocol
• Active Shooter Protocol
• Evacuation Protocol.



Quality Assurance Inspection Program

• Monitor and Manage Inspections
• Janitorial
• Hard Floor Maintenance
• Carpet Cleaning
• Window Cleaning



Inspection Form
• Inspection Form
• Select Area
• General Janitorial
• Individual Areas
• Hard Floor 

Maintenance
• Carpet Cleaning
• Window Cleaning
• Stores Inspection 

Results for Reports



Generate Reports
• Reports Contains
• Graph and Table
• Types of Inspection
• Dates
• Scores



Monthly Service Projection

• Monthly Services to be Provided
• Select Month and Year
• Hard Floor Maintenance
• Carpet Cleaning
• Window Cleaning


