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1.0
Purpose and Scope:
The purpose of this document is to define the Master Sanitation Schedule for the warehouse, production area, office spaces, bathroom, and kitchen and sets forth the minimum requirements for the timely and effective cleaning of each area within the GMP regulated PM-International Logistics Center facility at Sarasota, FL.
2.0
Responsibilities:
The Sanitation Supervisor or trained designee is responsible for ensuring that sanitation has been carried out effectively, either by conducting the tasks themselves, or by delegating and monitoring.  Employees that are responsible for conducting the sanitation procedures shall document their efforts on the associated Cleaning Record (PMI-USA-SR-014) and verify by signing and dating the record once cleaning has been completed. Quality Assurance Personnel must ensure that cleaning record are reviewed to be accurate and complete.  They must also ensure that employees are properly trained on proper scheduled sanitation activities and their importance for maintaining food safety.
3.0
Procedures:

3.1
Preparation of Bleach Solutions of Required Concentrations
The following requirements for diluting bleach have been compiled using the recommendations provided by Clorox (the manufacturer of bleach) from their website and their Service Bulletin.

Bleach Solution concentrations vary based on their uses in different areas and purposes such as disinfection versus sanitization.  The bleach solution shall be prepared daily because diluted bleach loses its potency within 24 hours or being diluted.  Bleach is also degraded by sunlight, and high temperatures.  Bleach solutions should always be prepared by pouring the bleach into 1 gallon of warm water (75-100F).   
The proper dilution of bleach should be verified using the Noble test strips. 

3.1.1
Bleach Dilution Chart (for Clorox Germicidal Bleach at 8.25% Sodium Hypochlorite)
	
	Disinfection Solution

	Bleach Amount for 1 Gallon Water
	0.5 cups (4 oz. = 120mls)

	Concentration (ppm)
	~2400ppm

	Noble Test Strip Color
	Black

	Areas Used:
	Bathroom floors, toilets, sinks, drains, mop heads.


3.2
Personal Protective Equipment and Precautions
All employees manipulating the cleaning agents shall have training regarding how to properly mix cleaning solutions and shall be informed of the location of the cleaning product specification and material safety data sheet.

3.2.1
When manipulating bleach, the following precautions shall be taken:

· Never mix cleaning chemicals against procedures, dangerous gases may be produced.

· Always use gloves when preparing and cleaning with bleach, especially with disinfecting solutions 2400ppm.

· Wear eye protection such as wrap-around safety glasses and/or goggles to avoid getting the bleach in your eyes.
· Wear rubber household gloves or nitrile gloves to avoid skin exposure.
· Wear clothing that will cover your skin in case of spills. 
· Only open the container to prepare the diluted solution in a very well-ventilated room to avoid a buildup of vapors, which can cause eye and/or respiratory irritation.
· Wash your hands vigorously with mild soap and water before you use the bathroom or eat.
3.3
Equipment and General Cleaning Supplies

· Heavy-duty plastic brooms with dust bins.

· Corrosive resistant elbow-length cleaning gloves.

· Blue cotton mop heads and yellow mop with wrenching bucket.

· Sponges with scrub pads.

· Sponge mop for clean room walls and windows.

· Reusable cotton rags.

· Swiffer sweeper with sprayer.
· Bathroom bleach spray bottle for toilets and sinks.

· Dawn Dish soap.

· Clorox Germicidal Bleach, 8.25% Sodium hypochlorite.
· Fabuloso floor cleaning solution.
· Scrubbing Bubbles aerosol spray.
· Windex

· Note : For proper procedures and proper chemicals to use while cleaning the Effytec or Canco canning machine , please refer to the PMI-USA-SOP-001 Wet Cleaning and Sanitizing Procedure for the Effytec Powder Filling Machine and Flexicon Auger,  the PMI-USA-SOP-002 Wet Cleaning and Sanitizing Procedure for the AMS Filler and Canco Seamer and the PMI-USA-SOP-063 Wet Cleaning and Sanitizing Procedure for the HDG Filling Machine and Flexicon Equipment. 
4.0
Master Sanitation Schedule
4.1
Office Areas
	Location/Item
	Frequency
	Method of Cleaning, Cleaning Agents and Tools

	Bathrooms

	Sink
	2x/week
	Spray scrubbing bubbles or 2400ppm bleach spray and scrub with sponge. Let sit 5 min, then rinse.

	Toilet
	2x/week
	Pour 0.75 cups bleach in toilet bowl, scrub with toilet brush, wait 10 min, then flush.  Creates 2400ppm bleach in toilet. 

	Floors
	2x/week
	Sweep if needed, then mop with 2400ppm Bleach, let sit 5 min.  Mop again using Fabuloso solution of 0.25 cups in 1 gallon of water.

	Empty Trash
	Daily
	Clear out all trash bins, discard trash outside in the dumpster at the back of the warehouse

	Drains
	Monthly
	Scrub with sponge using gloves and 2400ppm bleach solution.

	Walls
	Monthly
	Wipe using 2400ppm bleach, start on ceiling and work down.

	Doors
	Daily
	Wipe using 2400ppm bleach.  Use bleach and rag on door handles.

	Trash bins
	Monthly
	Scrub with sponge and soap, then spray with 2400ppm bleach and rinse.

	Offices, Reception, Hallways

	Empty Trash
	Daily
	Clear out all trash bins, discard trash outside in the dumpster at the back of the warehouse

	Front Desk
	Daily
	Spray with 2400ppm bleach and wipe with clean rag, let air dry.

	Floors
	Weekly
	Sweep, then mop with 2400ppm bleach.  Let sit 5 min, then mop again with Fabuloso 0.25 cup/gallon of water.

	Windows
	Monthly
	Spray inside and outside with Windex and wipe with clean rag.

	Doors 
	Monthly
	Spray with 2400ppm bleach, wipe with ray, especially handles.

	Trash bin
	Monthly
	Scrub with sponge and soap, then spray with 2400ppm bleach, rinse, dry.

	Kitchen

	Empty Trash
	Daily
	Clear out all trash bins, discard trash outside in the dumpster at the back of the warehouse

	Dishes
	Daily
	Wash and scrub with dish soap and sponge, rinse, air dry in rack.

	Floors
	Daily
	Sweep, then mop with 2400ppm bleach.  Let sit 5 min, then mop again with Fabuloso 0.25 cup/gallon.

	Countertops / Sink
	2x/week
	Clean with dish soap and sponge if needed, then spray with 2400ppm bleach, let dry.

	Tables and chairs
	2x/week
	Clean with dish soap and sponge if needed, then spray with 2400ppm bleach, let dry.

	Trash bin
	Monthly
	Scrub with sponge and dish soap, then spray with 2400ppm bleach, let dry.

	Refrigerator
	Monthly
	Clean with dish soap and sponge if needed, then spray with 200ppm bleach, let dry.

	Doors and Handles
	Monthly
	Clean with dish soap and sponge if needed, then spray with 2400ppm bleach, let dry.

	Walls
	Monthly
	Clean with dish soap and sponge if needed, then spray with 2400ppm bleach, let dry.


4.2
Warehouse
	Location/Item
	Frequency
	Method of Cleaning

	Bathrooms

	Sink
	2x/week
	Spray scrubbing bubbles or 2400ppm bleach spray and scrub with sponge. Let sit 5 min, then rinse.

	Toilet
	2x/week
	Pour 0.75 cups bleach in toilet bowl, scrub with toilet brush, wait 10 min, then flush.  Creates 2400ppm bleach in toilet. 

	Floors
	2x/week
	Sweep if needed, then mop with 2400ppm Bleach, let sit 5 min.  Mop again using Fabuloso solution of 0.25 cups in 1 gallon of water.

	Empty Trash
	Daily
	Clear out all trash bins, discard trash outside in the dumpster at the back of the warehouse

	Drains
	Monthly
	Scrub with sponge using gloves and 2400ppm bleach solution.

	Walls
	Monthly
	Spray with 2400ppm bleach, wipe with clean rags, start on ceiling and work down.

	Doors
	Monthly
	Sponge mop using 2400ppm bleach.  Use bleach and rag on door handles.

	Trash bins
	Monthly
	Scrub with sponge and soap, then spray with 2400ppm bleach and rinse.

	Laundry Area

	Floor
	2x/week
	Sweep if needed, then mop with 2400ppm Bleach, let sit 5 min.  Mop again using Fabuloso solution of 0.25 cups in 1 gallon of water.

	LG Washing Mach.
	Monthly
	Select Hot water with Quick wash and Extra Rinse, add 0.5 cups of Bleach.

	Warehouse and Racking

	Empty Trash
	Daily
	Clear out all trash bins, discard trash outside in the dumpster at the back of the warehouse

	Floor
	Weekly
	Sweep, mop with 2400ppm bleach, let sit 5 min., then mop again using 0.5 cups Fabuloso.

	X-Ray 
	Weekly
	Dust top of machine, wash conveyor with warm water and soap as needed.

	Tables
	Weekly 
	Clean with dish soap and sponge if needed, then spray with 2400ppm bleach, let dry.

	Racks
	Monthly
	Dust and sweep racks and pallet storage areas.  Mop with 2400ppm bleach.

	Doors
	Monthly
	Spray with 2400ppm bleach, wipe with clean rags, start on ceiling and work down.

	Garage Doors (inside)
	Monthly
	Dust, sweep, mop with 2400ppm bleach. 

	Trash Bins
	Monthly
	Scrub with sponge and soap.  Spray with 2400ppm bleach.  Dry.

	Ceiling Pipes and Rafters
	Yearly
	Contract with cleaning company, uses telescopic rods and scissor lift for dusting and wet wiping all tops of ceiling pipes and supports.


4.3 Clean Production Area
	Location/Item
	Frequency
	Method of Cleaning

	Sachet Filling Room- Effytec 

	Post-shift Cleaning
	Daily
	According to SOP, sweep and wipe to clear debris and refuse from machine and room.

	Empty Trash
	Daily
	Clear out all trash bins, discard trash outside in the dumpster at the back of the warehouse

	Surfaces
	Daily
	Wipe with clean rags and some water spray. Bins cleaned prior to use.

	Filling Machine and auxiliar equipment (Scoops, bins, scale)
	Refer to schedule 
	Wet clean according to SOP.   Refer to PMI-USA-SOP-001 Wet Cleaning and Sanitizing Procedure for the Effytec Powder Filling Machine and Flexicon Auger

	Floors
	Weekly
	Mop floors with 2400ppm bleach, mop to rinse, let air dry.

	Windows
	Weekly
	Spray with Windex and wipe with rags.

	Trash Bins
	Monthly
	Scrub with sponge and dish soap, then spray with 2400ppm bleach.

	Doors
	Monthly
	Scrub with sponge and soap, then wipe with 2400ppm bleach.

	Drains
	Monthly
	Scrub with sponge and 2400ppm bleach.

	Mop Heads
	Monthly
	Place in washing machine and run on Sanitize cycle with 0.5 cups bleach and detergent.

	Dust Pans
	Monthly
	Wash and scrub with sponge and soap.  Spray with 2400ppm bleach.

	Walls
	Monthly
	Wash and scrub with sponge mop and soap.  Spray with 2400ppm bleach. Rinse, let dry.

	Canning Room

	Empty Trash
	Daily
	Take trash out to dumpster at end of shift.

	Sink
	Weekly
	Wash with soap and sponge.  Spray with 2400ppm bleach, rinse. Air dry. 

	Horizontal Surfaces
	Weekly
	Wipe with clean rags, some water spray

	Floors
	Weekly
	Sweep then mop with 2400ppm bleach, let sit 5 min, then mop with Fabuloso 0.25 cups/gallon.

	Filling Machine and auxiliar equipment (Scoops, bins, scale)
	Refer to schedule
	Wet clean according to SOP. PMI-USA-SOP-002 Wet Cleaning and Sanitizing Procedure for the AMS Filler and Canco Seamer

	Trash bins
	Monthly
	Wash and scrub with sponge and soap.  Spray with 2400ppm bleach.

	Doors
	Monthly
	Wash and scrub with sponge and soap.  Spray with 2400ppm bleach.

	Drains
	Monthly
	Wash and scrub with sponge and soap.  Spray with 2400ppm bleach.

	Walls
	Monthly
	Wash and scrub with sponge and soap.  Spray with 2400ppm bleach.

	Overhead Doors
	Monthly
	Dust, wipe and mop dust/dirt as needed. Use 2400ppm bleach solution spray, let air dry.

	HDG Room 

	Empty Trash
	Daily
	Take trash out to dumpster at end of shift.

	Horizontal Surfaces
	Weekly
	Wipe with clean rags, some water spray

	Floors
	Weekly
	Sweep then mop with 2400ppm bleach, let sit 5 min, then mop with Fabuloso 0.25 cups/gallon.

	Filling Machine and auxiliar equipment (Scoops, bins, scale)
	Refer to schedule
	Wet clean according to SOP. PMI-USA-SOP-063 Wet Cleaning and Sanitizing Procedure for the HDG Filling Machine and Flexicon Equipment. 

	Trash bins
	Monthly
	Wash and scrub with sponge and soap.  Spray with 2400ppm bleach.

	Doors
	Monthly
	Wash and scrub with sponge and soap.  Spray with 2400ppm bleach.

	Drains
	Monthly
	Wash and scrub with sponge and soap.  Spray with 2400ppm bleach.

	Walls
	Monthly
	Wash and scrub with sponge and soap.  Spray with 2400ppm bleach.

	Overhead Doors
	Monthly
	Dust, wipe and mop dust/dirt as needed. Use 2400ppm bleach solution spray, let air dry.


5.0 Attachments 
5.1
Example Sanitation Record - Office Bathrooms Sanitation Record – Daily/Weekly

	Area
	Sink
	Toilet
	Floors
	Empty Trash
	Date
	Initials
	QA Review

	Freq.
	2x/week
	2x/week
	2x/week
	Daily
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	9
	
	
	
	
	
	
	

	10
	
	
	
	
	
	
	


Instructions:

Follow the cleaning procedures for each area.  Check mark the areas cleaned, date and initial to document completion.  QA reviews weekly.
Disinfection Procedures:

Sink - Spray scrubbing bubbles or 2400ppm bleach spray and scrub with sponge. Let sit 5 min, then rinse.

Toilet - Pour 0.75 cups bleach in toilet bowl, scrub with toilet brush, wait 10 min, then flush.  Creates 2400ppm bleach.
Floors – Sweep, then mop with 2400ppm bleach, let sit 5 min.  Mop again using Fabuloso solution 0.25 cups/1 gal. water.
5.2
Example Sanitation Record - Office Bathrooms Sanitation Record – Monthly

	Area
	Trash Bins
	Drains
	Doors
	Windows
	Walls
	Date
	Initials
	QA Review

	Freq.
	Monthly
	Monthly
	Monthly
	Monthly
	Monthly
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Instructions:

Follow the cleaning procedures for each area.  Clean each area at the frequency required.

Checkmark the areas once cleaned, then date and initial to document completion.  QA reviews weekly.
Disinfection Procedures:

Preparing 2400ppm bleach solution:  Add 0.5cups bleach to 1 gallon of water.
Trash Bins - Scrub with sponge and soap, then spray with 2400ppm bleach and rinse.

Drains - Scrub with sponge using gloves and 2400ppm bleach solution.

Doors - Wipe using 2400ppm bleach.  Use bleach and rag on door handles.

Windows - Apply Windex spray and wipe with clean rags.

Walls - Wipe using 2400ppm bleach, start on ceiling and work down.
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5.3
Clorox Germicidal Bleach 8.25% Sodium Hypochlorite:
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5.4
Fabuloso Floor Cleaner:
Fabuloso® Ingredients: Water, Sodium, Sodium Dodecylbenzenesulfonate, Fragrance, C9-11 Pareth-8, Sodium C12-15 Paresh Sulfate, Sodium Laureth Sulfate, Glutaral, Citric Acid, Colorants

Directions for floors: Mix ¼ cup in a gallon of room temperature water.  

6.0
References:
· Clorox Sanitizing Food Contact Surfaces:  https://www.clorox.com/how-to/disinfecting-sanitizing/disinfecting-with-bleach/sanitizing-food-contact-surfaces-and-equipment/
· Clorox SDS:  https://www.thecloroxcompany.com/wp-content/uploads/2018/07/Clorox-Germicidal-Bleach.pdf
· From Washington State Department of Health, 2015:   https://www.doh.wa.gov/Portals/1/Documents/8340/970-216-Disinfect-en-L.pdf)
· Fabuloso Information:  https://www.fabuloso.com/faq
· Fabuloso SDS:  http://www.colgatecommercial.com/SDS-Sheets.aspx,  http://www.colgatecommercial.com/ColgateSite/media/MSDS/SDS%20Fabuloso%20Lavender_031918.pdf
· Scrubbing Bubbles SDS:  https://corp-uc1.azureedge.net/-/media/sc-johnson/our-products/sds/us-english/home-cleaning/350000033327-scrubbing-bubbles-grime-fighter-floral-fusion-07-27-2017-1-0-en-pdf.pdf
· Clorox Service Bulletin section for Sanitation of Restaurants – https://www.thecloroxcompany.com/wp-content/uploads/5813_100_service-bulletins_20160708.pdf
“”PUMA (EPA Reg. No. 5813-100 -or- 5813-100-67619 if sub-registration)

[REGISTERED AS (Insert Registered Alternate Brand Name -or- sub-registration name)]

IN SANITATION OF RESTAURANTS AND TAVERNS

It is a violation of Federal law to use this product in a manner inconsistent with its labeling. Labeling must be in possession of user at time of application. Read and follow label affixed to the container. Refer to container label for use precautions and further information.

An unclean kitchen and contaminated food result in the hazards of contaminated surfaces. To help avoid this, it is important to keep all work surfaces, equipment and utensils hygienically clean. This product is a highly effective, economical and convenient germicide for this use in restaurants and taverns, as well as in the home.

To sanitize work surfaces (not utensils):  After each use, scrub thoroughly with hot suds; rinse with clear, cold water. Then prepare a 200ppm available chlorine sanitizing solution. Apply this solution 1 minute. Air dry.

To disinfect work surfaces (not utensils):  After each use, scrub thoroughly with hot suds; rinse with clear, cold water. Then prepare a 2400 ppm available chlorine disinfecting solution. Apply this solution 5 minutes. Rinse with potable water. Air dry.

To sanitize dishes, glassware, utensils:  Wash thoroughly; then soak 2 minutes in a 200ppm available chlorine solution [made with hot water]. Use chlorine test strips to adjust to 200 ppm available chlorine. Drain dry. (Do not use on non-stainless steel, aluminum, silver, or chipped enamel. Disinfect these by scalding.)

Disinfecting sink and sanitizing dishcloth[s]:  A routine follow-up to dishwashing.  First wash the sink and rinse dishcloth[s] in hot suds. Drain out sudsy water. Then fill with a 2400 ppm available chlorine solution. Let stand 5 minutes. Swish dishcloth[s] in this solution; then use it to wipe sides of sink. Soak dishcloth[s] for 1 minute in this solution. Then rinse sink and dishcloth[s] with clear water.

To deodorize drainpipes:  Flush with very hot water followed by 3/4 cup of this product. Wait 5 minutes; flush out with clear water.

To sanitize refrigerators:  Remove food before using this product. First wash inside surfaces. Then wipe with a 200 ppm available chlorine solution made with warm water. Let stand for [at least] 2 minutes. Air dry. (Do not use on non-stainless steel, aluminum, silver, or chipped enamel.)

To disinfect hard, nonporous floors (plastic or ceramic tile):  Prepare a 2400 ppm available chlorine solution. Mop or scrub. (Do not use on cork or linoleum.) Let stand 5 minutes. Rinse.

To sanitize brushes, mops and brooms:  After using brushes, mops and brooms, wash thoroughly; then soak for 5 minutes in a 2400 ppm available chlorine solution made with warm water. Rinse with clear water; dry. (Do not use on -or- with cellulose sponge mops.)

To deodorize and sanitize garbage cans:  Remove heavy dirt with a cleaner. Rinse. Pour in a 2400 ppm available chlorine solution. Swab inside surfaces with this solution. Let stand 5 minutes. Rinse with clear water; dry.
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7.0
History of Changes

	Version
	Date Approved
	Authorized Representative
	Changes

	1.0
	13-Mar-2020
	L. Thurlow
	New record

	1.1
	26-Mar-2021
	P. Ardila
	-Removed from Section 3.1 that the bleach is used to sanitized packaging equipment since other chemicals are now use for the production line equipment sanitation.

- Note section added to section 3 to reference the PMI-USA-SOP-001 Wet Cleaning and Sanitizing Procedure for the Effytec Powder Filling Machine and Flexicon Auger and the PMI-USA-SOP-002 Wet Cleaning and Sanitizing Procedure for the AMS Filler and Canco Seamer. 
_ Updated Section 4.3 to Reference the respective Cleaning SOP to be used in the Sachet Filling Room and the Canning machine. 

	1.2
	26-Aug-2022
	P. Ardila 
	- Updated the Note for the section 3.3 to add the reference of PMI-USA-SOP-063 Wet Cleaning and Sanitizing Procedure for the HDG Filling Machine and Flexicon Equipment.

- Updated the section 4.3 to include the cleaning schedule for the HDG room and to add the auxiliar equipment for the 3 production lines.
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