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Purpose

A standardized housekeeping closet is the difference between a room attendant who finishes a floor on schedule and
one who spends the shift walking back and forth for supplies. This guide describes a generic, repeatable method for
organizing a floor-level housekeeping closet so that any attendant can find any item in seconds, and so that restocking

is a glance rather than an inventory count.

The principles below are intentionally generic. Adapt category names, shelf counts, and labels to your property.

1. The Zone Principle

Divide every closet into four fixed zones, always in the same order, on every floor:

1. Linens — sheets, pillowcases, duvet covers, mattress protectors.

2. Terry — bath towels, hand towels, washcloths, bath mats.

3. Guest amenities — soap, shampoo, conditioner, lotion, paper goods.
4. Cleaning supplies — chemicals, cloths, gloves, trash liners.

Keeping the same zone order on every floor means muscle memory carries across the whole property. An attendant

covering an unfamiliar floor still knows where everything is.

2. Eye-Level Rule
The most frequently used items belong between knee and shoulder height. Reserve the lowest and highest shelves for

bulk backstock and rarely-needed items. This reduces bending and reaching, which reduces fatigue and injury over a
full shift.

3. One Label, One Home

Every shelf edge gets a printed label naming exactly what lives there. Nothing is stored without a labeled home. When

an item has a fixed home, a missing item is visible immediately — an empty labeled slot is a restock signal.

4. Par Lines, Not Par Counts



Mark a physical "par line" on the shelf or bin — a strip of tape or a printed line — showing the minimum acceptable
stock level. When stock drops below the line, it is reordered. Staff never have to count; they only have to look. (See the
companion Inventory Par-Level Tracking Template for the numeric side of this system.)

5. First-In, First-Out (FIFO)

Restock from the back. New deliveries go behind existing stock so older items are used first. This prevents linens from
yellowing in storage and amenities from expiring unused.

6. The Daily Reset

At the end of each shift, the closet is returned to its baseline:

¢ Faces forward, labels visible.
e Empty packaging removed.
¢ Below-par items flagged for the next delivery.

A closet that is reset daily never drifts into chaos.

Quick-Reference Checklist

. Four zones, same order on every floor
. High-use items at eye level

. Every shelf labeled

. Par lines marked physically

. Restocked back-to-front (FIFO)

o Reset to baseline at end of shift

This document is a generic operations template. It contains no property-specific data, no quantities, and no proprietary

information. Adapt freely to your own property.



