Efficient Dusting and Polishing

SETUP CHECKLIST:

Before going into the home, make sure your cleaning tray is stocked as foll
1 Spray bottle of APC

Spray bottle of GC

Bottle of furniture polish

Cleaning cloths

16" feather duster

Whisk broom

Dusting cloth

Lint brush (optional)

Scraper

Professional toothbrus

Razorblade holder and &xtra es

Air freshener

-
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Also hand carry in:

1 Extension du know it won't be needed)

Once into the home, tie yo
1 Scraper

around your waste and stock it as follows:

: g cloth
Container of furniture polish
Polishing cloth
Then:
Place your feather duster in one back pocket and your whisk in the other
(b) Place your carryall tray beside the entryway door to the first
room you're going to clean (normally the living room)
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(1)  ALWAYS wear your apron
(2) ALWAYS place your cleaning tray and extension ter (inside
and to the right of the door of the first room yoyre gqng to clean

- (normally the living room)
Card I nal (3) ALWAYS put your APC in the right apron GCin
the left apron loop
Ru Ies (4) NEVER set your APC or GC spray b %
(5) ALWAYS clean from top-to-bottom. bac ont, left to right

around the room
(6) ONCE around the room to dugll and po
duster is used)

YOUR FEATHER DUSTER IS A GOQD FRIENg\= WHEly USED PROPERLY

Your feather duster does an effective job in
efficient manner when it is properly used. Improperly
it can throw a lot of dust into the air (which settles dow
everything after you've cleaned it). This can bg

frame), bring the duster to a dead stop. Don't let the
feathers flip into the air at the end of the stroke, thereby
allowing dust to fly into the air.

By coming to a dead stop at the end of each
e, you give the dust a chance to cling to the feathers.

To remove the accumulated dust from the feathers,
occasionally tap the feather duster lightly against your
ankle near the floor.

There are times when using a feather duster won't

get the job done. It's important to learn when it's best to
use a cleaning cloth or dusting cloth instead.

much longer. Used properly, a feathg duS@r will move
dust from wherever it was to the fl it will be
vacuumed away later.

Most dusting motions
the surface being dusted ~ a gIC
the end of the dusting motion (i.e.,

as fingerprints, spots on the floor, and window sills. When
this cloth in turn gets too damp or dirty and is no longer
usable even for wiping, store it out of the way in an apron
pocket, sling a fresh, dry cloth over your shoulder and
begin using the fresher damp cloth for wiping. Repeat this
process as needed.

oan apron pocket and sling
our apron) over your shoulder.
cloth for wetter cleaning jobs, such
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YOUR STARTING POINT

Your starting point will be to the right of the doorway inside the first room you intend to clean, normally the living room.

Before going through the following routines in any room on a first time cleaning, you need
to check for extraordinary accumulations of dust and dirt in each room. T accumulation
FIRST TIME of dust and dirt may be well beyond the capacity of your feather duster.

CLEANINGS don't want to make extra work for yourself by spreading dust into the, nto other
OFTEN surfaces.
Generally, you should first vacuum everything to remove the heavy bui ust. Even
REQUIRE if you're going to wash woodwork or windows, you should va i I king
"ONCE- "mud", which is even messier to clean up. It's far more ti t wet
dirt out of corners and other areas than it is to vacuum it Wh
AROUND" #ind the room with your
VACUUMING R o e
FIRST
egularly as\ may fill up several times.
1. From your starting point (fo the rig inside the first room you're
cleaning), and each time ypu move up toward the ceiling for cobwebs.
Reach up with your fe uster an O QEagk down. If they're out of reach, use
your extension duste hile you're holdingd your extension duster, make a quick tour of
COBWEBS, ;hnedr(c))\c/)grl asit'sto suming to keep backtracking to retrieve and return it over
FINGERPRINTS,
AND 2. Dust the wgodworrgs rs and door trim with your feather duster. Spray
and wipe nd thedoor knob and doorway using APC and a cleaning
WALL MARKS Mclean the light switch near the door (using APC and your

oom, check the walls for marks and fingerprints. Look all the
r in front of you to check for dried-up spills that need to be wiped away.

FIRST TIME VISIT:
Test for degree of cleanliness by 1. Stabilize the picture or mirror by holding
running your (clean) dry finger over the the frame with one hand. Spray GC onto
glass. If it feels grainy or sticky, it's time the cleaning cloth and wipe onto glass.

to clean it according to the instructions
to the right under "FIRST TIME VISIT." 2. While still holding the frame, wipe the
glass dry with a cleaning cloth using your

2. Once a picture, frame or mirror is other hand. Check for dirt and streaks by
clean, it won't need cleaning again for glancing at the glass from different side-
weeks, or even months. However, you to-side angles (not by looking directly into
should run your feather duster along the picture or mirror head on).
the top of the frame every visit, and
occasionally across the glass itself. 3. Wipe the frame down with your damp

cleaning cloth.
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REGULAR VISIT: FIRST TIME VISIT:

1. First, dust items sitting on the table, 1. On a first time cleaning you will often go
such as a lamp (using your feather over coffee and end tableg first using the
duster to dust the base, lamp shade, vacuum to remove he r dust. Use the
and bulb) or other objects. vacuum and the dusting gush

attachment to lig r lamp

2. The surface of coffee and end tables is shades, lamp b, r objects on
seldom used, so polishing is required the table.
only infrequently. If necessary, polish
the table (as described in 2. on the 2. Onyou tables
right); otherwise use your feather ed using a thin, even

COFFEE duster or a polishing cloth (without
AND extra polish on it) on end/coffee tables. our polishing cloth.
END Any glass surfaces need to be cleaned S0 the wood grain.
with GC and a cleaning cloth. i gnould be folded into
TABLES area abouihe size of your hand.

3. If the table is on a wood floor, use g the polgh is almost finished drying,
feather duster to clean the floor ar #fishing cloth over (to the dry
the legs and underneath it. If this ff the finish to a shine.
furniture is on a carpet, use your w ly, check for streaks and missed

. (Any glass surfaces need to be
aned with GC and a cleaning cloth.)
3. Same as 3. on left.
CAUTION: Same as on left.
FIRST TIME VISIT:
d anything else) 1. Same. Except on the first visit you
and spray and wipe the should polish any wood surfaces with
g GC and your furniture polish, any non-wood (and non-
glass) structure with APC and a cleaning
cloth.
urn the bottles to the left
MIRROR side, spray them with GC and wipe 2. Same.
BUFFHES them with your cleaning cloth.

3. Same.
Deposit cigarette butts and other trash
into you apron "trash pocket". Clean 4. Same as 4. on left.
the other side of the mirror and
continue.

Use your feather duster or whisk to
clean around the legs.
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SOFA
AND
CHAIRS

REGULAR VISIT:

1.

IF THE SOFA AND CHAIRS DON'T
NEED VACUUMING (which may
occasionally be the case), use your
whisk to whisk the back and arms, and
to clean from top down, as needed.

Lift up the cushions. Again, if there is
no need to vacuum here, tilt the
cushions up and use your whisk to take
a quick swipe. IF THIS AREA
REQUIRES VACUUMING, LEAVE
ONE CUSHION OVERLAPPING
ANOTHER TO SIGNAL THE VACUU
PERSON.

IF THE ENTIRE SOFA OR CHAI
NEEDS VACUUMING, STAND O
CUSHION STRAIGHT U

FIRST TIME VISIT:

brush to clean dirty
dlng areas where piping

Ile using your toothbrush, you can
quickly whisk away particles that are
being dislodged by the toothbrush.

BOOKSH

the WQoks (if there is room).

Dust exglsed edges of the shelves
(and bookends, if applicable) using
long, sweeping jiggly motions with your
eather duster (remembering to remove
the dust from your duster periodically
by tapping it against your ankle).

Dust very ornate objects (e.qg.
candlesticks) with short, giggly motions
of the feather duster in order to get the
feathers into all the little places.

FIRST TIME VISIT:

1. On a first time cleaning, check the
instructions to see if the shelves are to be
thoroughly cleaned.

2. If soinstructed to thoroughly clean entire
shelf areas, carefully remove items from
the top shelf and place them on the floor
in the same proximate position they were
on the shelf (unless there is enough room
to move them to one side of the shelf,
clean that area, and then dust the items
as your return and move them to the
cleaned side of the shelf).
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DINING ROOM
TABLE,
CHAIRS

AND
HUTCH

REGULAR VISIT:

1A. In most instances, you will polish the
dining room table on each visit. Move
table-top objects to one side, polish
half the table (and the chairs on this
side), wipe objects, move them to the
other side, and polish the other side
(including the chairs).

B. If the dining room table has not been
used since your last visit (no smudges,
fingerprints or other tell-tale signs of
use), dust the surface of the table with
your feather duster or a polishing cloth
(without polish). Move any objects
the table to one side, dust the cleajd

off area, then lightly dust each obj

as you return it to its original positi

Dust the hutch, polishing it only if
you've polished the dining room table.
Use GC and your cleaning cloth to
clean any glass portions. Use your
feather duster or whisk to clean around
the floor area at the base of the hutch.

FIRST VISIT:

1.

beagns using a damp cleaning cloth.

Legfe the chairs away from the table to
e it easier to maneuver when
vacuuming.

5. Polish the hutch. Use GC and your
cleaning cloth to clean any glass
portions. Use your feather duster or
whisk to clean around the floor area at
the base of the hutch.

ES

REGULAR VISIT:

Clean it with an "as is" dusting cloth. If
particularly dirty, clean it as described at
right. Replace the hand set with dusting
cloth to avoid leaving new fingerprints.

FIRST TIME VISIT:

Spray GC onto a cloth and wipe. Use your
toothbrush to dislodge dirt from crevices.
Wipe and replace the hand set with dusting
cloth to avoid leaving new fingerprints.
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PLANTS

Dust plants from top to bottom using your feather duster. On broad leaf plants, support
the leaf with one hand while you dust with the other in order to avoid breaking the stem.

Pick up dead leaves which might plug up the vacuum, placing them i

If the plant is too heavy or cumbersome to move it easily, use

around the base and behind the plant.

apron pocket.

DRAPES
AND
WINDOW
FRAMES

REGULAR VISIT:

1.

Dust the top of the drapes and the
curtain rod with your feather duster to
remove cobwebs, as well as dust.

Working from top to bottom, dust the
window frames. DO NOT USE A
FEATHER DUSTER ON WET

WINDOWS. (In the winter, you'll hgve
to wipe with a cloth because of
moisture on the windows
frames.)

Dust the window sj
when the sills are

4. Working from top to bottom, clean the

asked to wash the windows (at least on
the pside). Check instructions. (SEE
YOYPR WINDOW CLEANING HAND
FOR GUIDANCE IN WASHING
INDOWS.

3. Dust the top of the drapes and the curtain
rod with your feather duster to remove
cobwebs.

window frames with a cleaning cloth and
APC.

5. Use your cleaning cloth and APC to
clean the window sills..

Lower them to their full length and turn
the slats to the closed position so the
blind curves away from you.

Pull them away from the window so
you can clean behind them with your
feather duster, dusting left to right,
stroking in a slow speed.

Then, turn the slats so the blind curves
toward you and dust the front the same
way.

FIRST TIME VISIT:

NOTE: Properly cleaning venetian blinds
which haven't been cleaned for a year or two
requires specialized cleaning. Your
franchise owner will normally recommend
that the client have them cleaned by a blind
cleaning service who specializes in this area.
Otherwise, the only way to properly clean
very dirty blinds is to take them down and
clean the slats one by one, a very time-
consuming process.
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REGULAR VISIT: FIRST TIME VISIT:

1. Dust these electronics with your feather 1.
duster (and periodically, you'll need to

TV use a cleaning cloth instead).
VCR 2. Spray APC on your cleaning cloth to
AND remove smudges and fingerprints.

STEREO 3. Use GC and a cleaning cloth on the

picture tube (except for large, front or
rear screen projection TV screens,
which should only be dusted carefully
with the feather duster, or cleaned in
accordance with manufacturer's
directions).

DESKS 2.

CLEANING
Another example is moldings -- do some on each visit.
Likewise, you don't need to move beds or the sofa on
each visit, and NEVER BY YOURSELF. On the other

As the duster, you have the resgo
what things are to be cleaned on a "rotatio
at certain cleaning visit freque

home has mini-blinds in severa hand, you don't want the client checking these areas and
blinds in every room on every vi which finding that you've never dusted or vacuumed behind or
isit (and write this beneath them, either.
information down i
VISUALS

There are t make a room LOOK table; pictures hanging straight; magazines neatly arranged

CLEANER. Plu up the pimws on the couch, for on the coffee table; towels hung neatly and uniformly in the
irs lingd up evenly around the bathrooms -- to illustrate a few examples.

THINGS OFTEN OVERLOOKED BY DUSTERS

inside and outside ® Tops of drawers ® TV picture tube
® Telephones ® Tops of bookshelves ® Areas around electric
® Plants ® Bottom shelves of end cords that trap dust
® Baseboards ® Backs of chairs tables and coffee
e Chandelier chains ® Curved feet of chairs tables
® Hanging light fixtures ® Curved feet of tables ® Top of drapes
e Bulbs in table lamps ® Table crossbeams ® Curtain rods
e Lamp shades, both o Heater/exhaust vents ® Louvered shutters
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