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[Daily Cleaning Check Sheet] Check before leaving your work place

ltems M|T|W|T]|F
Sort Is there no unnecessary item on your desk, in drawers and shelves?

Aren't private items left in your workplace?

Did you discard garbage and unnecessary items? B RS IS
Set Is only necessary items set tidy for your current work? ZRIZHICBH
Are all the documents set applying “Can see, Can take out, and Can return”? U ?733_’\‘ § &
Are your task and work schedule clear and well-organized? ﬁ ; 57_1\ 7y
Shine | Is your workspace kept clean? (=g Ea—_ Tw
Are cleaning tools kept in the designated place? DB ET,
BRENZBE
[Weekly Cleaning Check Sheet] Check Friday or before weekend x9,
ltems Date Leader
check
Sort Did you check all the equipment, tools, materials, and others in your
workplace using the list on WIT Weekly Activity Report (See Annex.3) ?
Set Are all the unnecessary items are kept in designated place?
Shine Did you and team members clean your office place this week?
Teamwork | Did you discuss progress and changes of 5S in your team this week?
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