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	HOUSEKEEPING RESPONSIBIILITIES


1.0.  References:  Local Policy

2.0.  General:  The Combined Operations Center (COC) is a highly visible work area. At anytime, numerous general officers and high-level dignitaries visit the COC.  It is our responsibility to provide a neat, professional appearance in our work center.

3.0.  Procedures:
3.1.  All CC Seoul forecasters are responsible for maintaining safety and cleanliness in the work center and common areas.

3.2.  Oncoming personnel WILL NOT take over the shift unless the area is neat and clean. Otherwise the oncoming shift will be responsible for any cleaning required.

3.3.  Cleaning will occur on every shift with a more robust cleaning once a week, on Sundays.

3.3.1.  Every shift: Take out trash as needed, straighten-up the work area to include:  binders, computer disks, paper printouts, pencils/pens, visual aides, etc.
3.3.2.  Weekly clean-up: Wipe down equipment during the night shift to include:  all desks, desktops, computers, printers, telephones, and bookshelves.

4.0. Supplies:
4.1. Cleaning supplies are kept in the small filing cabinet near the forecasting area.
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