Building occupant responsibilities
Maintain all work area floor space clear of personal articles and stored items to facilitate vacuuming and cleaning activities.

Routinely (at least monthly) dust all horizontal work surfaces within the work area including desks, file cabinets, book shelves, flipper storage units, computers and monitors. Use a dampened cloth or paper towel to lessen the potential for dust to become airborne. Minimize the use of aerosol desk cleaners.

Do not block air vents intentionally (tape closed) or unintentionally (stored items). If drafts from air vents create thermal discomfort, notify building management so that proper mechanical modifications can be made without reducing necessary ventilation.

Promptly dispose of garbage and recyclable materials in appropriate receptacles.

Maintain any personal potted plants in the work environment by properly watering and periodically transplanting with fresh soil. The soil and standing water can become reservoirs for fungi and bacteria.

Avoid storing food in your work area. Stored food attracts pests.

Avoid using any products that release bothersome odors into the building.

Only use cleaning products within the building that have been reviewed and approved by building management.

Comply with the buildings "No Smoking" policy and only smoke at designated locations well away from all building access points.

If you have a personal humidifier, be sure to routinely clean it following the manufacturer’s recommendations to prevent mold and bacterial growth. The water tanks and filters can become a reservoir for fungi and bacteria.

Immediately report to building management any incidents of unconfined water or liquid in the building including:

· spills of any liquid 

· water stained building materials (walls or ceiling tile) 

· roof leaks 

· pipe or mechanical system leaks 

· water cooler leaks 

· frost or condensation on windows or other building surfaces 

Remove all personal items from fleecy surfaces (cube walls) when requested to facilitate annual vacuuming by building cleaning staff.
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