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YourHotel Public Area Inspection Checklist

Date

Housekeeper/Inspected By


Room #
	Public Area Check List

	Item
	
	Item
	

	1.
General

	Empty trash, reline, and spot clean waste receptacles
	
	Spot clean doors and walls (twice per day if needed)
	


	Dust mop and wet mop hard floor surfaces
	
	Disinfect phones
	

	Dust all surfaces (floor to shoulder height)
	
	Vacuum all carpeted areas
	

	Spot clean all entrance glass (twice per day if needed) 
	
	Inspect area for defect and report to Maintenance and Housekeeping departments 
	

	2. Entrance & Lobby Area

	Carpet Vacuuming
	 
	Picture frames on walls
	

	Wall & wall hangings
	 
	Banisters
	

	Displays
	 
	Window glazing
	

	Window sills
	 
	Underneath furniture
	

	Furniture
	 
	Clean inside elevator
	

	Elevator stainless steel door
	 
	Stair railing
	

	Stairs/steps
	 
	ATM machine
	

	Telephone stations
	 
	Watering plants
	

	Planters/leaves
	 
	Top surface of AC controls
	

	Restaurant window ledges
	 
	Put out Wet Floor signs
	

	Cleaning & moping floors
	 
	Lamps
	

	Heating unit tops
	 
	Dust wooden areas of Front Desk
	

	Front Desk counter tops
	 
	Dust top of computer, monitor, printer
	

	Computer stations
	 
	Underneath vending machines
	

	Fireplace area and surface
	 
	Handles and door knobs
	

	Vending machines
	 
	Entrance Doors/Glazing
	

	3. Meetings and Washrooms

	Stairs/steps
	 
	Stair railing
	

	Foyer area by ballroom
	 
	Vacuum carpet
	

	Displays
	 
	Furniture cleaning
	

	Doors
	 
	Picture frames on walls
	

	Window glazing
	 
	Handles and door knobs
	

	Planters
	 
	Window ledges and screens
	

	Tables
	 
	Telephones
	

	Decorative furniture
	 
	Window blinds
	

	Date:


	Housekeeper:



	Public Area Check List

	Item
	
	Item
	

	4. Offices

	Empty trash
	 
	Clean waste bins
	

	Tables
	 
	Chairs
	

	Telephones
	 
	Photocopy machine
	

	Fax machine
	 
	Computers
	

	Vacuum carpets
	 
	Window blinds
	

	Window glazing
	 
	Window ledges
	

	Doors
	 
	Knobs and locks
	

	5. Public Washrooms

	Don’t forget to wear gloves
	 
	Clean waste bins
	

	Empty trash
	 
	Rim around bowl/toilet seat
	

	Toilet/Bowl/Tank
	 
	Grab bars
	

	Tissue Holder Box/Surfaces
	 
	Door and door knobs
	

	Baby change table
	 
	Clean faucets
	

	Floor (clean & scrub)
	 
	Paper towel holder box
	

	Sink (top & bottom)
	 
	Dry rag to dry surfaces
	

	Urinals (top & bottom)
	 
	Fill paper towel
	

	Towel bar
	 
	Fill toilet tissue
	

	Mirrors
	 
	Wet mop the tiles floor
	

	Spray air freshener
	 
	Check toilet amenities, especially in ladies washroom
	

	
	
	
	

	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Date:


	Housekeeper:
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