
 
Floor Cleaning/Mop Procedure 

 

Time Required: Determined by space cleaning  

Supplies Needed: 

• Wet floor sign 
• Clean mop 
• Mop bucket and wringer 
• Gloves 
• Floor Cleaner 

 
When to complete the task: Daily or more often, depending on soil levels 
 
How to Prepare for the task: Review MSDS, products labeling and caution 
statements. Choose appropriate safety equipment. 
 
Steps to complete the task: 

1. Sweep entire area of floor to be cleaned with a broom, and discard debris in 
a trash can. 

2. Put out wet floor sign in area to be mopped. 
3. Fill mop bucket to the fill line with warm water. Add Professional Cleaner 

(Read the instructions on the cleaner to determine correct dilution) 
4. Place mop in solution and move mop up and down until mop is sopping 

wet. 
5. Twist mop in wringer and wring out as much solution as possible. 
6. Starting at the farthest point from the door, mop using a figure-8 motion 

and turning mop over at least twice.  
 
Repeat Steps 4 through 6 as many times as necessary keeping the mop/water as 
clean as possible until the entire surface has been cleaned.  

 
Tips 
Change mop bucket solution when it becomes dirty and after every use. 
Remove wet floor sign ONLY when the surface is thoroughly dry. 
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Toilet/Urinal Cleaning Procedure 

 
Time Required: 10-20 minutes 

Supplies Needed: 

• Goggles or glasses.                                                                       
• Toilet brush                                                              
• Gloves. 
• Cleanser for inside of bowl. 
• Cleanser for outside of the toilet. 
• Paper towels or cloths. 

When to complete the task: Daily or more often, depending on soil levels 
 
How to Prepare for the task: Review MSDS, products labeling and caution 
statements. Choose appropriate safety equipment. 
 
Steps to complete the task: 

1. Flush toilets and urinals. 
2. Force water over traps to remove trapped liquids from bowls and urinals. 
3. Apply toilet bowl cleaner to exposed surfaces, including under the rim 
4. Brush thoroughly over exposed surfaces. 
5. Brush interior surface of toilets and urinals including under the rim. 
6.  Flush toilets and urinals again after cleaning 
7.  Spray exterior surfaces of toilets and urinals. 
8. Wipe with paper towel and discard. 

 
 
Tips: Wear eye protection and gloves when cleaning a toilet. It prevents splatters 
of toilet water and cleaner and prevents contact with your hands. 
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Walls/Vent Cleaning Procedure 
 

 
Time Required: 10-15 Minute 

What You Need: 
• Multi-Purpose Spray Cleaner 
• Spray Disinfectant  
• Gloves 
• Cleaning Cloths 
• 360 Swiffer Duster  
• Foot Stool 
• SOS Cleaning Pads 

 
When to Complete the Task: Weekly, depending on soil levels 
 
How to Prepare for the Task: Review MSDS, products labeling and caution 
statements. Choose appropriate safety equipment. 
 
Steps to complete the task: 

1. Dust walls with 360 Swiffer duster or a dry cloth where necessary to 
remove dust or webs 

2. Dust Ceiling Vents with 360 Swiffer duster or a dry cloth 
3. Spray walls with multi-purpose cleaner 
4. Wipe Cleaner from Walls, use a step stool to reach hard to reach areas. 
5. Spray Handicap bars, light switches and door knobs with Spray disinfectant 

and wipe with clean cloth. (Use a SOS pad to remove rust or stains on steel 
bars and dispensers) 

 
Tips: 
Wear eye protection if spraying cleaners above eye level. Wearing gloves will 
prevent cleaners from contacting your skin. Make sure the foot stool is locked in 
place and on a flat surface 
  



 
Sink Cleaning Procedure 

 

 
Time Required: 5-10 Minutes  

What You Need: 
 

• Multi-Purpose Spray Cleaner 
• Gloves 
• Cleaning Cloths 
• Glass Cleaner 
• Paper Towels  
• SOS Cleaning Pads 

 
When to Complete the Task: Daily, depending on soil levels 
 
How to Prepare for the Task: Review MSDS, products labeling and caution 
statements. Choose appropriate safety equipment. 
 
Steps to complete the task: 

1. Spray the interior and exterior of the sink with the appropriate cleaner 
2. Use a small scrub brush or scrub pad to clean around the faucet 
3. Using a clean cloth Wipe Cleaner from the sink 
4. Spray the mirror over the sink with glass cleaner and wipe clean with paper 

towels. 
 
Tips: 
 
Wearing gloves to prevent cleaners from contacting your skin 
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Daily Restroom Cleaning 

 
Tools/Products Needed 
 

• Wet Floor” and “Out of Service” Signs 
• Cleaning Cloths and Paper Towels 
• Garbage Bags 
• Disinfecting Spray  
• All-Purpose Cleaner 
• Toilet Bowl Cleaner 
• Broom and Dust Pan 
• Toilet Brush 
• 360 Swiffer Duster  
• Mop and Bucket 
• Glass Cleaner 

 
When to Complete the Task: 
This is determined by restroom conditions but should be done at the minimum of 
once a day.  
 
How to Prepare for the Task: Collect tools, equipment and products required. 
Review MSDS, product labels and caution statements. Choose appropriate safety 
equipment. 
 
How to complete the task: 
 
Close / Inspect 

1. Close Restroom to pedestrian traffic 
2. Put out “wet floor” sign. 
3. Put on disposable gloves. 
4. Check operation of lights and fans for malfunction. 

Trash / Refill  
1. Check and refill dispensers; soap, toilet tissue, paper towels, toilet seat 

cover etc. 
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2. Discard trash in appropriate location making sure that any liquid does not 
drip onto floor and cause a possible wet floor hazard. 

3. Spray dispensers with cleaners  
4. Wipe dry with clean cloth 

 
NOTE: Use extra caution when handling trash as it may contain broken glass, 
needles, liquids or waste from sanitary napkins or diapers. 
 
 
Toilets / Urinals 

1. Flush toilets and urinals. 
2. Force water over traps to remove trapped water from bowls and urinals. 
3. Apply toilet bowl cleaner to exposed surfaces, including under the rim 
4. Brush thoroughly over exposed surfaces. 
5. Brush interior surface of toilets and urinals including under the rim. 
6.  Flush toilets and urinals again after cleaning 
7.  Spray exterior surfaces of toilets and urinals. 
8. Wipe with paper towel and discard. 

Dust / Sweep 
1. Attach 360 Dust Cloth to the 360 Swiffer duster. 
2. Using 360 Swiffer remove dust and cobwebs from top of walls, doorways, 

lights, fans and other hard to reach areas. 
3. Sweep entire floor surface. 

Spray & Wipe 
1. Spray sinks counter tops and fixtures. Wipe with a clean cloth  
2. Spray Mirrors and wipe glass 
3. Spray walls, light switches, doors and door knobs and wipe with clean cloth  

Mop 
1. Fill mop bucket to the fill line with warm water. Add Professional Cleaner 

(Read the instructions on the cleaner to determine correct dilution) 
2. Place mop in solution, twist mop in wringer and wring out as much solution 

as possible. 
3. Starting at the farthest point from the door, mop using a figure-8 motion 

and turning mop over at least twice. Repeat as many times as necessary 
keeping the mop as clean as possible until the entire floor surface has been 
covered.  

 
Remove wet floor sign ONLY when the surface is completely dry. 
 

 
 
 



 

Daily Pump Island Checklist  
 
 
 

• Fill paper towel holders 
• Fill windshield cleaning fluid 
• Clean all squeegees and put them in place 
• Empty all trash receptacles 
• Place trash receptacles at every island 
• Make sure that all fueling positions are working 
• Check that pumps produce receipts for credit card purchases 
• Wipe pumps down. Rotate through each location so that one 

pump a day receives a top-to-bottom cleaning. Don’t forget to 
clean nozzles, splash guards and hoses  

• Clean up any oil and fuel spills immediately 
• Sweep entire area 
• Check that pump toppers are up-to-date 
• Every week, check that all displays and lights are operational 

 
 
 
 
 
Comments:_______________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________ 

 

 



 

Shelf Cleaning Procedure 
 

Time Required: 10-15 Minutes per shelf 

What You Need: 
• Multi-Purpose Spray Cleaner 
• Gloves 
• Cleaning Cloths 
• Swiffer Duster 
• Merchandising cart 
 

When to Complete the Task: Bi-Weekly, depending on soil levels 
 
How to Prepare for the Task: Review MSDS, products labeling and 
caution statements. Choose appropriate safety equipment. 
 
How to complete the task: 

1. As you remove the product from the shelf use the Swiffer duster 
to dust the product  

2. Organize the product onto the merchandising cart without 
damaging the product or the product boxes 

3. Spray the shelf with Multi-purpose cleaner and wipe with clean, 
dry cloth 

4. Replace the product in the position it was removed matching the 
retail tags 

5. Using a clean cloth wipe the front edge of the shelf that holds the 
retail tag 

6. Replace any retail tags that are torn, faded or dirty 
 
Tips: Wearing gloves will prevent cleaners from contacting your skin 
  



 

Coffee Brewing Procedure 
 

Time Required: 5 Minutes Prep-5 Minutes Brew  

What You Need: 
• Clean Air Pots (Cleaned with Superior Urn Cleaner- Coremark item # 

823781)  
• Clean (Dust Free) Coffee Pot Filters 
• Pre-packaged Coffee bags 

 
Note: Coffee filters should be kept in their original plastic bags, twisted tight and 
stored in the coffee back stock area to ensure cleanliness. 
 
When to Complete the Task: Hourly during Peak Hours every 2-3 hours otherwise 
 
Note: Air Pot hold time is maximum 3-4 hours  
 
How to Prepare for the Task: Collect each flavor of coffee that you need to brew 
and coffee filters.   
 
How to complete the task: 

1. Open the Clean Air pot and remove the stem from the pot  
2. Place the Air pot in the proper brewing position on the brewer 
3. Place a clean coffee filter in the filter basket 
4. Open the pre-packaged coffee bag and pour the coffee into the filter that 

was placed inside the filter basket.  
5. Place the filter basket in the proper brewing position 
6. Select brew, choosing the correct size air pot you are brewing 

 
 
Tips: You should always wash your hands thoroughly before preparing food or 
beverages and Wearing gloves will prevent contaminating the coffee and clean 
equipment. 

 

 

 



 

Coffee Pot/Brewer Cleaning Procedure 
 

Time Required: 5 Minutes per Pot  

What You Need: 
• Superior Urn Cleaner- Coremark item # 823781) Do not use Multi-purpose 

cleaners 
• Complete Café Equipment Sanitizer – Coremark item # 118000 
• Coffee Pot/Bottle Brush  
• Clean C-Store approved Cleaning Cloths  
 

When to Complete the Task: Minimum of Daily or as needed 
 
How to Prepare for the Task: Review MSDS, products labeling and caution 
statements. Choose appropriate safety equipment. 
 
How to Clean Coffee Pots: 

1. Drain and rinse urn or brewer reservoir. 

2. Pour in contents of Urn Cleaner packet. 

3. Fill 1/4 to 1/2 full with very hot water. 

4. Rub sides of vessel with brush. 

5. Drain and rinse with clean water (for urns, brush through gauges and 
faucets) 

6. Flush until any discoloration clears. 

How to Clean Coffee Brewers: 
1. Sprinkle Urn powder in brew basket. 
2. Run cycle of solution through into air pot 
3. Empty Air pot 
4. Rinse clean by repeating cycle with water 

 
Note: Use Café Equipment Sanitizer – Coremark item # 118000 to wipe down the 
exterior surfaces of all the equipment and counter tops. 
 

Tips: You should always wash your hands thoroughly before preparing food or 
beverages and Wearing gloves will prevent contaminating the coffee and clean 
equipment. 


