




Month and year of 
service

Address of station cleaned  Dates of service and/or attempted service 

When these tasks 
are complete date 

of completion 
should be entered 

Comment section may 
be utilized by recruiter 
or janitorial if needed

Weekly sign offs 
recommended 

Recruiter signature 
required prior to 
submission with 

invoice. Unless unable 
to access for full 

month and unable to 
obtain discussed with 

Real Estate POC

As required tasks should 
only be documented 

when completed. Most 
importantly relampings 
which carry a separate 

charge

Monthly tasks should 
be completed once a 
month. If unable to 

complete in first week 
for any reason, totals 

column may be utilized 
to document. 



Sample of a 2x visit per week location 
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*Optional comment “Unable to access 1st week
tasks completed on 6/7”

June 2022
If a recruiter is a no 
show after 30 mins.
Record on checklist.
2 samples on 
checklist shown. 

If unable to 
complete monthly 
tasks first week. 
Complete next able. 
Totals column may 
be utilized. 

6/9
6/9

Record date of task 
completed if 
applicable.

SGT. JOHN SMITH

SGT. JOHN SMITH

555-555-5555

As required tasks 
documented on 
days completed. 

Cleaner name Cleaner name Cleaner name
MSR name MSR name MSR name



Sample of a 2x visit per week location continued 
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123 Lane Springfield, MA

June 2022

SGT. JOHN SMITH

SGT. JOHN SMITH

555-555-5555

Cleaner name
MSR name




