
SOP: Maintaining Reception Area Cleanliness and
Organization
This SOP details procedures for maintaining reception area cleanliness and organization, including daily cleaning
routines, waste disposal, tidying of furniture and fixtures, arranging informational materials, sanitizing high-touch surfaces,
and ensuring a welcoming environment. The goal is to promote a professional appearance, enhance visitor experience,
and support hygiene standards in the reception area.

1. Purpose
To establish a standard procedure for ensuring that the reception area remains clean, organized, and presentable at all
times.

2. Scope
This procedure applies to all staff responsible for the maintenance and management of the reception area.

3. Responsibilities
Receptionist/Front Desk Staff: Daily tidying and routine checks.
Cleaning Personnel: Scheduled cleaning and waste disposal.
Facility Manager: Oversight and supply management.

4. Procedure
1. Daily Cleaning Routine

a. Sweep and/or vacuum floors; mop as needed.
b. Dust all surfaces, including reception desk, tables, and counters.
c. Wipe glass surfaces and doors with appropriate cleaner.

2. Waste Disposal
a. Empty trash bins at least once daily, or as needed when full.
b. Replace liners and clean bins as required.

3. Tidying Furniture and Fixtures
a. Arrange chairs and tables neatly, ensuring easy access and safe movement.
b. Check for and report any damages or maintenance needs.

4. Arranging Informational Materials
a. Organize brochures, magazines, and other materials in designated holders.
b. Remove outdated or damaged materials immediately.

5. Sanitizing High-Touch Surfaces
a. At least three times daily, use disinfectant on doorknobs, phones, counters, pens, and other commonly

touched items.
6. General Appearance and Welcoming Environment

a. Ensure the area smells pleasant and is free of clutter.
b. Display any decorations or signage appropriately and update as necessary.
c. Check lighting and ensure all bulbs are functioning.

5. Frequency Table

Task Frequency Responsible

Floor cleaning and dusting Daily Cleaning staff

Waste disposal Daily or as needed Cleaning staff

Sanitizing high-touch surfaces 3x daily or more Reception staff/cleaning staff

Organizing materials & tidying furniture Throughout the day Reception staff



Decor and lighting check Weekly or as needed Reception/facilities

6. Records & Documentation
Daily cleaning checklist (signed by staff upon completion)
Maintenance log for repairs reported

Note: All cleaning staff must adhere to company safety and hygiene protocols, including the use of gloves, masks, and
appropriate cleaning products.

7. Review & Updates
This SOP should be reviewed annually or as procedures or health regulations change.
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