CLEAN YOUR OFFICE DAY


Records Roundup

Activity:
½ day to clean business records that have met retention periods and non-records from offices.

Advertising

· Bulletin Board Posting

· Internal web announcement.

Supplies Needed:

· Stickers – “I cleaned my office”

· Recycle Barrels

· Cleaning Supplies

· Local Shredding Company 

Support:


· Vice Presidents 

· note employee’s progress

· give feedback and support

· give sticker when completed

· allow ½ day to clean offices.  (need account numbers to charge for time)

· Managers

· schedule employees (1/2 in morning; ½ in afternoon or as possible)
· communicate to employees they can dress down that day.

· Records Management Team

· answer questions

· assist as needed

· Office Services

· coordinate having recycle barrels available.

· pick up full barrels throughout the day.

· Local Shredding Company

· provide a truck for the different locations.  (1 hr at each location)

