
Summary of cleaning requirements at Airports  

Type  Daily  Weekly  

  

Monthly  Remarks  

  

Marble and 
Terrazzo 
Flooring  

Complete dry-sweep 
and damp-mop twice 
daily and locally where 
needed during opening 
hours 

Thoroughly scrub with a 
solution of 
water/detergent, using a 
heavy duty scrubbing  

Machine, rinse with clean 
water and dry surface. 
Apply approved emulsion 
polish and burnish to a 
high gloss finish.  

 

Thoroughly machine scrub and strip all such 
areas once every 3 months, using an approved 
stripping chemical in accordance with 
manufacturer’s instructions. Rinse with clean 
water and collect all wastewater with a set pick-
up vacuum. Apply one coat of approved 
transparent sealer as per manufacturer’s 
instructions spray- burnish to shine and apply 
two coats approved emulsion polish. Burnish to 
shine on the following day.  

Mosaic Flooring 
including 
staircase and 
risers (except 
toilets)  

Dry-sweep and damp 
mop once daily, at least 
4 times daily for heavy 
traffic areas including 
staircases/landing to 
the canteen.  

Thoroughly scrub with a 
solution of 
water/detergent, using a 
heavy duty- scrubbing 
machine, rinse with clean 
water and dry surface.  

  

Carpeted 
Flooring  

Vacuum and clean 
entire area once a day; 
spot shampoo 
whenever is necessary.  

Spot Clean heavy traffic 
areas with machine using 
dry methods  

 
Steam shampoo lounge 
area/heavy traffic areas  

  

Steam shampoo carpeted area with an 
approved carpet shampoo quarterly.  

Vinyl flooring  

Damp-mop to remove 
all loose dirt, streaks, 
dust, etc  

Spray burnishes heavily 
traffic areas with an 

Scrub, wash and clean all 
vinyl rubber floor tiles. 
Apply 2 coats of approved 
emulsion polish and 
burnish to a high gloss 

 

Strip clean *entire floor for heavy traffic areas 
and apply 2 coats of emulsion polish and re-
polish to a high gloss finish. For normal traffic 
areas, once in 6 months.  



approved polish to 
remove all scuffmarks, 
stains and embedded 
grine.  

finish.  

Ceramic Tile 
Flooring (ex. 
toilet)  

  

Dry-sweep to remove 
all loose dirt, dust, etc 
and damp-mop with a 
solution with 
water/detergent to  

Thoroughly scrub with 
solution of 
water/detergent, rinse with 
clean water and dry.  

  

 

Type  Daily  Weekly  
 
Monthly  

  

Remarks  

 

Remove all stains and 
embedded grime twice 
daily and spot cleaning 
when needed.  

    

(i) Cement & 
sand screed 
stores  

Dry-sweep and remove 
all loose dirt, etc and 
damp mop with clean 
water once daily  

Damp mop with a solution 
of water/detergent for 
removal of oil and 
stubborn stains.  

Thoroughly scrub with solution 
of water/detergent, rinse with 
clean water and mop dry.   

Areas beneath 
raise floors (e.g. 
in computer 
rooms)  

    
 
Vacuum clean once every 6 months.  

Internal Mosaic 
Glazed surface 

Damp mop with clean 
water  

 
Damp clean with a 
solution of water/detergent 

 
 
Care should be taken to keep the cement 
pointing of the tiles free from all grease & 



wall  & disinfectant.  accumulated grime.  

Gypsum 
Partitions   

 
Damp clean with a 
solution of water/detergent 
& disinfectant.  

  

 

 
Care should be taken to ensure that water does 
not soak into porous material through the joints.  

  
Timber 
Paneling 
including doors, 
door frames, 
Floor panels & 
glass panels on 
the doors.  

 

Feather dust, giving 
special attention to 
junction with ceiling 
columns etc.  

  

   

Glass doors 
(including 
Aluminum 
framings, 
Handles, door 
knobs and other 
glazed surface), 
white board and 
black boards.  

Damp clean with water 
& dry surfaces with a 
soft cloth.  

Clean surface with glass 
cleaning solution & polish 
to shine. For aluminum 
surfaces, apply polish & 
buff to shine with a soft dry 
cloth.  

  
Constant wiping of heavily used glass doors to 
remove fingerprints, stains, etc.  

External 
Façade, Glass 
panels, 
including 
Aluminum 
framing and 
glass panels on 
notice board.  

 

Damp-clean with a 
solution of water & 
detergent and dry surfaces 
with a soft clean cloth.  

 

For the internal high glass panels, which are not 
easily accessible, the contractor shall provide 
their own staging and clean up these surfaces 
thoroughly once every 3 months. The inside 
surface of the notice board glass panels shall 
be cleaned quarterly.  

For external façade where gondola must be 
used, the contractor is to provide gondolas at 



  his own cost and clean up the entire areas 
together with the external façade including 
curtain wall and aluminum louver panels once a 
year during the contract period.  

 

Type  Daily  Weekly   
Monthly  Remarks  

        

Roller Shutters, 
windows   

Damp clean with a 
solution of water/detergent 
& dry surface with a soft 
clean cloth.  

 

Contractor shall not be permitted to open any 
external windows/roller shutter unless with the 
expressed permission of the Superintending 
Officer. Care should be taken to ensure that no 
greater force than is be applied, so as to 
prevent the removal of the decorative material 
itself.  

Fire 
Extinguisher s 
& fire hose 
reels.  

 

 
Damp clean with a 
solution of water & 
detergent and dry surfaces 
with a soft clean cloth.  

   

Emulsion 
Painted surface  

Damp clean areas 
dirtied by finger marks 
& stains with a solution 
of water/detergent.  

   

 
Care should be taken to ensure that no greater 
force than is required to remove the 
marks/stains shall be applied, so as to prevent 
the removal of the decorative material itself.  

Laminated 
Plastics  

Damp clean with a 
solution of 
water/detergent to 
remove all finger marks, 

 
 
Apply cleansing solution & 
polish to shine with a soft dry 

 



etc.  cloth.  

Clocks & 
switches etc.     

Clean with mirror cleanser & 
buff with a soft dry cloth.  

  
  

Bulk refuses 
containers, 
Refuse Chutes 
Bin- center, etc.  

Flush & clean with 
water detergent & 
disinfectant.       

Light, fittings, 
directional & 
information 
signs, graphics, 
telephone booth 
etc.  

  
Damp clean with a solution of a 
water/detergent & clean surface 
with a soft clean dry cloth.  

The contractor shall exercise every care when 
dismantling & re-fixing these items, as the cost 
of repair or replacement of any such items 
damaged or broken as a result of careless 
handling or negligence on his part, will have to 
be borne by him. Electro-plated plastic signs 
should only be wiped with a clean soft dry cloth.  

Telephone sets, 
office 
equipment, 
computer 
terminals etc.  

Clean with a clean soft 
cloth to remove dust, 
marks & stains. Clean 
and wipe mouthpiece of 
telephone with anti- 
bacterial chemical  

   

Timber railings  

  

Feather dust to remove 
cobwebs, dust etc.  

Damp clean with water & 
wipe dry.     

Stainless steel 
Aluminum, 
Bronze  

  

Dry clean with a clean 
soft cloth to remove all 
stains, marks etc.  

Apply liquid polish & buff 
to shine with a soft dry 
cloth.    

 



Type  Daily  Weekly   
Monthly  Remarks  

Surfaces & 
Graphics         

External 
surfaces curtain 
wall & glass 
panels  

   

Scrub with a solution of water/detergent every 
half-yearly. Contractor is to provide/install 
gondola at his own cost. Care should be taken 
to keep the surface free from all dirt and 
mosses.  

Marble surfaced 
wall & column   

 
Damp clean with a 
solution of neutral 
detergent in water.  

 
 
Application of water based seal every 3 months.  

Ceiling surface    

 
Clean with brush head vacuum 
cleaner to remove cobwebs & 
dust.  

Special attention to be given to junction with 
walls and columns.  

Inlet & outlet 
grilles of airco & 
ventilation 
systems 
(including those 
on the walls), 
light and other 
electrical fittings 
aluminum joints 
etc.  

  
Clean with brush head vacuum 
cleaner to remove cobwebs & 
dust.  

Damp clean with a solution of water/detergent & 
wipe dry. Half yearly or as and when directed.  

Metal ceiling,   Clean with brush head vacuum 
cleaner to remove cobwebs & Once in three months, damp clean with a 



Blinds pipes  dust.  solution of water/detergent.  

Curtains/Blinds 
(Fabric)    

Clean with brush head vacuum 
cleaner to remove cobwebs & 
dust.   

Lifts 
/Dumbwaiter 
(including 
entrance lobby)  

Vacuum carpet floor 
damp-mop PVC floor in 
the case of vinyl tiles or 
other floor finishes.  

Cleaning must be ready 
by 0800 hours. In 
addition, 6 more spot 
cleaning must be done; 
timing to be determined 
by SO. Litters to be 
removed at each visit.  

Polish all metal lacquered 
surface with liquid polish & 
buff to shine with a soft 
cloth. Clean all metal door 
tracks & remove all dirt 
collected inside these 
tracks.  

Damp wipe ceiling light 
fittings, ventilation grills 
with clean water. Waxing 
of vinyl floor.  

Carpet floor to be shampooed. 
Vinyl floor to scrub off wax & re-
apply.  

Move frequent vacuuming of carpet of damp 
mopping of vinyl tiles shall be allowed during 
the wet season.  

Spray with anti-insecticide as and when 
instructed.  

Furniture 
(including 
cabinets), 
drinking 
fountains, etc.  

  

Damp clean all furniture 
& tables to remove 
dust, dirt etc.  

Damp clean all furniture 
(excluding fabric 
upholstered furniture) with 
a solution of 
water/detergent.  

Vacuum clean all fabric-
upholstered furniture 
including  

 Furniture also including metal cabinets.  

 

Type  Daily  Weekly  
 
Monthly  

  

Remarks  



  
damp clean the 
metal/timber components.     

Containers for 
plants  

Remove all litter 
cigarette butts etc from 
containers   

Damp clean with a solution of 
water/detergent & dry surfaces 
with soft cloth.  

  

 

Flower boxes 
and curbs to 
flower beds.  

Remove all litter, 
cigarettes butts etc, 
from flower pots  

Scrub and wash the 
surfaces of all concrete 
flower boxes and curbs to 
all flowerbeds to remove 
dirt, algae growth etc.  

  

   

Toilets  

(a) Dry-clean/mop floor 
walls etc at least five 
times a day at  

0730hours, 0930 hours, 
1130 hours, 1400 hours 
& 1630 hours.  

(b) After 1800 hours, 
thoroughly scrub floor 
with detergent and flush 
with clean water and 
mop dry surfaces.  

High pressure water jet 
and clean the entire place 
thoroughly including all 
fixtures and fittings.  

 

The Contractor is required to put up sign in front 
of the toilet to advise the user that the cleaning 
operation is in progress. He is also required to 
immediately wipe dry all washroom/cubicles 
doors surface after cleaning of toilets.  

 

Damp clean walls, 
partitions, doors, 
windows etc with a 
solution of water and 
detergent to remove dirt 
and stubborn stain. On 

    

The sign needs to be put only when the floors 
are being scrubbed. The contractor must not 
allow water to be sprayed on the wall otherwise 
damage to electrical fittings and others will be 
charged to be contractor.  



each of the cleanings, 
contractor to replenish 
toiletries/toilet rolls 
where required.  

  

Sanitary Fittings  

  

Damp-clean all sanitary 
fittings e.g. W.C 
sanitary fittings, e.g. 
W.C urinals, 
washbasins etc. at least 
twice a day with a 
solution of water and 
detergent. For W.C 
pedestal seat & cover 
(including underside) an 
approved bactericidal 
cleanser is to be used. 
Clean W.C  

  

The cleaning of W.C unit shall include the 
bowls, the underside of the flushing rims and 
the necks of traps etc. The Contractor is to clear 
minor chokes in W.C pans, washbasins, urinals, 
floor traps etc. Defective sanitary fittings, 
vandalism or theft should be reported to SO at 
once. The Contractor shall be responsible for 
any losses of exposed toilet fittings in the toilets. 
He is expected to make good the looses.  

 

Type  Daily  Weekly  
 
Monthly  

  

Remarks  

 
bowls with a nylon 
bristle lavatory brush 
and a bactericidal toilet.      

 

Scrub bottom and sides 
of urinals (especially the 
joints) with solution of 
water and detergent. 
Uric scale from the 
urinal traps must be de-

  

A very high standard cleanliness is expected 
and all toilets and fittings must be kept clean 
and shining at all times and free from litter and 
smell nuisance. Soap and toilet rolls must be 
replenished continuously.  



scaled.  

Metal fittings  

Dry-clean all painted 
chrome plated/stain-
less steel fittings such 
as taps, dispensers, 
receptacles, pipes twice 
a day.  

Apply liquid polish to all 
chrome plated/stainless 
steel fittings & buff with a 
soft dry cloth.  

  

    

Mirrors  

Thorough clean mirrors 
with a soft cloth and an 
approved brand of 
mirror cleanser to 
remove all dust & 
blemishes. Constantly 
wipe off accumulation of 
water droplets 
throughout the whole 
day.  

  
On no account shall damp cleaning with water 
be permitted on the mirrors.  

Ashtrays/ Litter 
Bins  

Empty, wipe clean & 
replace correctly at 
least twice a day & 
more frequently when 
full.  

Empty, wash thoroughly, 
disinfect (both inside & 
outside) & wipe dry.    

The contractor is responsible to transport all the 
refuse collected within the building to the bin 
center at least twice a day.  

Venetian/ 
Vertical Blinds  

Feather dust to remove 
cobwebs, dust etc.  

Damp clean with a 
solution of 
water/detergent. All dust & 
deposits shall be removed 
from slats, tapes & gear 
which shall be left 
uniformly clean & free 
from cleaning marks.  

  



Metal Railing  
 
Damp clean with water 
& dry surfaces with a 
soft cloth.  

    

Conference 
Rooms  

  

Damp and dry wipe 
table tops and empty 
and clean ashtrays after 
each meeting but at 
least twice a day – once 
during lunchtime and 
once after office hours.  

   

 

Type  Daily  Weekly  
 
Monthly  

  

Remarks  

 
Disposal cups must be 
removed.     

Door mat  Dust and Clean  To be washed.    
 


