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1.0 Preface 
 

The Standard Operating Procedure (SOP) has been developed for the SREDA to ensure cleanliness of 

office and also giving clear instructions to the service providers with specifying the roles and 

responsibilities. The SOP includes separate sets of procedures for the cleaning of common spaces, 

official’s room and desk, meeting & hall rooms, waiting & rest rooms. It reflects the area of 

opportunities through continuous improvements during performing the cleaning services. 
 

SOP will provide clear and detailed description of step by step routine actions of the service 

providers. It will also help service providers as prescriptions for repetitive work, in accordance with 

desired outcome. Management will monitor the cleaning activities comparing the checklist. 

  

2.0 Introduction 
 

Standard Operation Procedure (SOP) is a set of step-by-step instructions compiled by an organization 

to help service providers carry out complex office routine operations. SOP aims to achieve efficiency, 

quality output and uniformity of performance, while reducing miscommunication and failure to 

comply with standard and quality. It is a written procedure prescribed for repetitive use as a practice 

which aimed at obtaining a desired outcome. 
 

This document has been developed taking into consideration the best practices of other organizations 

and existing practices of SREDA.  

 

3.0 Scope of the Manual 
 

This SOPs manual describes the specific steps of task with frequency to the service providers. It will 

ensure the cleaning activities which are usually ignored. Both the management and service providers 

will be benefited in performing their duties. This will also make the cleaning service documented 

based on reporting systems. 

 

4.0 Purpose of Manual 
 

This manual describes specific procedures of performing specific task. It should be used as a hands-on 

reference for the personnel engaged with ensuring cleaning. It will assist the service providers to 

standardize the practice in SREDA. The ultimate goal is to ensure neat and clean working 

environment. The SOP may also be used as a reference for Office system managers. 
 

Cleaning Area Supplies & Equipment Required 

Officer’s Room  Mops & Buckets 

Desk/Cubicles  Garbage Bags 

Meeting Room  Glass Cleaners 

Library  Floor Cleaner 

Hall Room  Fenail/Vixol/Savlon 

Reception  Mop duster 

Waiting Room  Glass Cleaning Chemicals 

Restroom  Detergent Powder 

Common Space  Air Freshner 

Dining Space  Cloth Duster 

Lobby  Tissue 

Fire Exit stairs  Liquid Hand Soaps 

Parking  Naphthalene Ball 

  Odonil/Air Freshner 

  Napkin Tissue 

  Paddle Bin 

  Handheld Scrubbing Pads 

  Bleaching Powder 

  Aerosol 

 



5.0 Cleaning Procedures 

 

 Use cleaning equipment and cleaning products (apply on product packet/bottle) as required. 

 Visually check the area for any type of debris or paper. Pick these items up and dispose of 

properly. 

 Clean up dirt or debris that cannot be removed by hand.  

 Use dustbin in office cubicles. 

 Separation of Waste (3R: Reduce, Reuse & Recycle) 

 Dust all surfaces, including desks, filing cabinets, cubicle wall and shelves. 

 Dust heating vents, ledges, door jambs, and window sills at any easily reachable level. 

 Dust mop all tiled or hard surface floors, then sweep up that debris into dust pan. 

 Wet mop all hard floor surfaces by floor mopping. 

 Wipe down all vertical surfaces in the office. 

 Polish desks, tables, chairs and any other wood objects to maintain a professional shine 

 Dust or vacuum all vents, overhead circular fans, and behind hard to reach areas like tables 

and desks. 

 Clean all windows and glasses to remove all marks and fingerprints. 

 Clean fire exit door. 
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Sl Activities Frequency Responsible Person Supervision 

1 Routine Cleaning 2 times/Working day 

and as required 

Cleaner 

 

Once a week 

 

[Responsibility 

Assistant Director 

(Logistics & 

Protocol)] 

2 Dusting of Wall & Ceiling, 

Door, Window Glass 

2 times/Week and as 

required 

 

3 Furniture, Equipment 

Mopping 

1 time/day 

 

4 Work Station Cleaning 1 time/day 

 
Office Assistant 

5 Scrubbing 1 Time/week 

Cleaner 

6 Disposal of Waste from Waste 

Basket 

Once daily or as 

required 

7 Board Room and Library 

Room 

2 time/Week and as 

required 

8 Gomoti Hall and Chandana 

Hall 

1 time/Week and as 

required 

9 Fire Exit & Stairs 2 time/Month 

10 Parking 1 time/Month 

 

 

 

 

 

 

 

 

 


