
CARE & MAINTENANCE
Filing, Storage & Casegood Systems

Finishes Care & Maintenance

■

Lateral filing cabinets, fixed/freestanding/mobile pedestals, bookcases/open storage, storage cabinets, credenzas, book 
carts, overhead storage, wardrobes, lockers, towers, residence hall furniture, and casegood systems.

General Care & Maintenance
KI products require minimal maintenance. Proper care and careful use are the best methods of 
maintaining the appearance, finish, and function of any product. Periodic inspection of the product 
is recommended. For any questions or inconsistencies, please contact KI Customer Service at 
1.800.424.2432.

Disinfection (excluding Dry Erase Acrylic, White Porcelain & Erasable Steel Finish, 
Markerboard Laminate & Upholstered Surfaces)
Follow standard instructions for routine and spot cleaning. Cleaning agents and disinfectants should be 
approved by the appropriate department(s) within the facility. Follow manufacturer’s instructions for 
use, application, and specific product detail. If a need for disinfection exists, diluted bleach can be used in 
accordance with CDC cleaning and disinfection instructions. 

Diluted Bleach Solution Ratios:
• 5 tablespoons (1/3 cup/ 2 .67 oz) bleach per gallon of water.
• 4 teaspoons bleach per quart of water.

Note: For some healthcare-specific applications requiring a more concentrated bleach solution, a 
10:1 water to bleach ratio (12.8 oz bleach to one gallon water) can be used. 

Be sure to wipe or spray the solution uniformly, to minimize the impact of the diluted bleach on the 
material's colorways. 

Alternative Approved Disinfectants: 
• Lysol® Disinfecting Wipes (EPA 777-114)
• Clorox® Non-Bleach Disinfecting Wipes (EPA 67619-09)
• Lysol® All-Purpose Spray Cleaner (EPA 777-99)
• Fantastik® All-Purpose Spray Cleaner (EPA 4822-530)

Always pretest cleaning and disinfectant products on an inconspicuous area before proceeding. Residue 
left by a cleaning agent may continue to degrade surfaces, shorten their life, and/or affect surface 
appearance. ALWAYS finish cleaning by rinsing with clean, warm water and dry with a soft cloth.

Upholstery
It's important to understand the correct use of cleaning and disinfecting agents to protect your warranty 
terms and ensure your KI product looks great for years to come. Our Care & Maintenance information 
is a guideline and does not relieve the user from the responsibility of the proper and safe use of the 
product and cleaning and disinfecting agents. The use of certain cleaning and disinfecting agents can be 
harmful to the surface appearance and lifespan of upholsteries. KI assumes no responsibility resulting 
from the use of such agents and does not endorse any cleaning and disinfecting agents. Please see  
KI Terms Conditions Rights and Warranties (KI-PLW-000484) at KI.com.

Similar to industry standards, KI does not recommend routine disinfection of upholstery. Use of specific 
cleaning and disinfecting agents is approved for select fabrics. Approved agents can cause some level of 
surface deterioration and/or discoloration; however, with proper use, they will cause the least amount of 
harm to fabrics. Bleach solutions pose the greatest risk of surface degradation and should be avoided. 
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Fabric Cleaning Codes
The easiest way to determine the correct method for cleaning your upholstery fabric is to refer to its 
fabric cleaning code. You will need to know the fabric supplier and pattern name in order to obtain the 
code from their website, or through their customer service personnel. Cleaning codes apply to the 
outer-covering fabric only and it is most important that the fabric not be over wet to avoid contact with 
filling materials.

The KI fabric code can be found below the item number on the white product label. If you are 
unable to locate your fabric code or have additional questions, please contact KI Customer Service 
at 1.800.424.2432 or visit KI.com. 

Pallas Textiles
For specific maintenance and cleaning instructions on Pallas Textiles, please visit: 
Pallas Disinfecting Guidelines: https://p.widencdn.net/xkbijb/Pallas-Textiles-Maintenance-and-
Cleaning-Guide and Pallas Cleaning Guidelines: https://ki.widen.net/s/klwf8jrphm/undefined

Note: Please contact upholstery manufacturer for textile disinfection guidelines for COM/KOM 
fabrics. 

General Upholstery Cleaning Tips
Periodic cleaning removes accumulated grime, helping retain a fabric’s original appearance as 
much as possible. Regular vacuuming or light brushing is recommended to prevent dust and soil 
buildup. Do not over apply water or any liquid solution to fabric. Excessive wetting of the fabric may 
result in permanent damage to the material. Several light applications are better than one heavy 
application. Do not rub fabric too vigorously or you may damage the nap of the fabric or break fibers. 
Immediately soak up a stain with a soft absorbent cloth. Do not allow the stain to dry completely 
before treating, or it may set. The longer a stain is allowed to remain on the fabric, the more difficult 
it is to remove. When using a cleaning agent, soak up all remaining solution and then use a clean cloth 
or sponge dipped in cool water to remove any residue. Always pre-test your cleaning method on 
an inconspicuous area of the fabric to determine if the cleaning agent will work appropriately without 
causing color to bleed, fabric texture to shrink, or the character to be altered. 

Woven Upholsteries
Follow standard instructions for routine and spot cleaning. Cleaning agents and disinfectants should 
be approved by the appropriate department(s) within the facility. Follow manufacturer’s instructions 
for use, application, and specific product detail. If a need for disinfection exists, approved disinfectants 
include: 

Diluted Bleach Solution Ratios:
• 5 tablespoons (1/3 cup/ 2 .67 oz) bleach per gallon of water.
• 4 teaspoons bleach per quart of water.

Note: For some healthcare-specific applications requiring a more concentrated bleach solution, a 
10:1 water to bleach ratio (12.8 oz bleach to one gallon water) can be used. 

Cleaning Code Definitions
W Clean only with water-based shampoo or foam upholstery cleaner. Spot cleaning is recommended. Do not 

saturate upholstery materials and always test cleaner on an inconspicuous surface before cleaning. Do not use 
dry cleaning solvents to spot clean. Pile fabrics may require brushing to restore appearance. Cushion covers 
should not be removed and laundered.

S Clean only with dry cleaning solvent. Spot cleaning is recommended. Do not saturate upholstery materials and 
always test cleaner on an inconspicuous surface before cleaning. Do not use water. Pile fabrics may require 
brushing to restore appearance. Make sure the room is well ventilated and there are no open flames, such as 
from a candle or cigarette lighter. Cushion covers should not be removed and dry cleaned. 

WS Clean with mild detergent or shampoo, foam or dry cleaning solvent as desired. Spot cleaning is 
recommended. Do not saturate upholstery materials and always test cleaner on an inconspicuous surface 
before cleaning. Pile fabrics may require brushing to restore appearance. Cushion covers should not be 
removed and dry cleaned or laundered. 

X Do not clean with either water or solvent based cleaner. Use vacuuming or light brushing only. Any cleaning 
product, whether water or solvent based, may cause staining, shrinkage or distortion of the fabric surface pile.

L Gently remove dust with a soft, clean cloth. Remove dried-on dirt by wiping with a clean dampened cloth, 
then dry with a soft wool cloth. Allow to dry thoroughly. Clean with a leather-care agent. Dab liquids 
immediately with a dry absorbent cloth without rubbing. Remove food and grease immediately with a dry 
absorbent cloth without rubbing. Do not use Saddle soap or Ivory soap and water solutions. Do not soak with 
water or any other cleaning agents. Do not use a hair dryer. 



Be sure to wipe or spray the solution uniformly, to minimize the impact of the diluted bleach on the 
material's colorways.

Alternative Approved Disinfectants Include:
• Lysol® Disinfecting Wipes (EPA 777-114)
• Fantastik® All-Purpose Spray Cleaner (EPA 4822-530)
• Virex® II 256 (EPA 70627-24)

Always pretest cleaning and disinfectant products on an inconspicuous area before proceeding. Residue 
left by a cleaning agent may continue to degrade surfaces, shorten their life, and/or affect surface 
appearance. ALWAYS finish cleaning by rinsing with clean, warm water and dry with a soft cloth.

Non-Woven Upholsteries
Vinyls
For light soiling, a solution of 10% household liquid dish soap in warm water can be applied with a  
soft damp cloth. Rub gently and clear water rinse with a dampened cloth. Moderate scrubbing with 
a soft brush will help loosen soiling materials from the depressions of embossed surfaces. 

For heavy soiling, dampen a soft white cloth with a one to one (1:1) solution of Formula 409® and 
water or Fantastik® and water. Rub gently and clear water rise with a water dampened cloth.

For more difficult stains on vinyl, dampen a soft white cloth with a solution of household bleach. 
Rub gently and clear water rinse with a water dampened cloth to remove bleach concentration. If 
a need for disinfection exists, diluted bleach can be used in accordance with CDC and disinfection 
instructions.

Always pretest cleaning and disinfectant products on an inconspicuous area before proceeding. 
Residue left by a cleaning agent may continue to degrade surfaces, shorten their life, and/or affect 
surface appearance. ALWAYS finish cleaning by rinsing with clean, warm water and dry with a soft 
cloth.

Diluted Bleach Solution Ratios:
• 5 tablespoons (1/3 cup/ 2 .67 oz) bleach per gallon of water.
• 4 teaspoons bleach per quart of water.

Note: For some healthcare-specific applications requiring a more concentrated bleach 
solution, a 10:1 water to bleach ratio (12.8 oz bleach to one gallon water) can be used. 

Be sure to wipe or spray the solution uniformly, to minimize the impact of the diluted bleach on 
the material's colorways.

Alternative Approved Disinfectants: 
• Fantastik® All-Purpose Spray Cleaner (EPA 4822-530)
• Oxivir® 1 Wipe (EPA 70627-77)
• Sani-Cloth® Plus (EPA 9480-6)
• Virex® II 256 (EPA 70627-24)

CAUTION: Do not use alcohol-based cleaning agents.  
 
Laminate (excluding Markerboard Laminate)
To clean, use a mild solution of water and detergent. Always rinse thoroughly with warm water and 
wipe clean with a dry cloth. Never use a water hose or spray washer to clean surfaces. In the event 
a surface becomes wet, thoroughly dry both sides of the top with a dry cloth as soon as possible. 
Excessive moisture will cause the particleboard core to swell the top and bottom, exposing the core 
behind the molding. The top will appear to grow in thickness. Difficult stains can be removed using 
a mild household cleaner/detergent and a soft bristled brush, repeating as necessary. Never use 
acidic cleaners or a harsh abrasive such as Comet cleanser, steel wool, scrub pads, etc., to clean the 
surface. If a stain persists, use a paste of baking soda and water and apply with a soft bristled brush. 
Light scrubbing for 10 to 20 strokes followed by wiping clean with a damp cloth should remove most 
stains. Although baking soda is a low abrasive, excessive scrubbing or exerting too much force could 
damage the decorative surface, especially if it has a gloss finish. Always finish cleaning by rinsing with 
warm water and thoroughly dry the surface with a soft, dry cloth. Stubborn stains that resist any of the 
above cleaning methods may require the use of undiluted household bleach or nail polish remover. 
Apply the bleach or nail polish remover to the stain and let stand no longer than two minutes. Rinse 
thoroughly with warm water and wipe dry. This step may be repeated if the stain appears to be going 
away and the color of the laminate has not been affected.



When cleaning any "laminate" or "markerboard laminate" surface, DO NOT use products that contain 
the following ingredients:

If a product containing one of the above chemicals is accidentally spilled onto a surface, wipe it up 
immediately, wash with soapy water, and rinse several times.

Chemical Ingredient Synonymous Names

Hydrochloric Acid Muriatic Acid
Hydrogen Chloride

Sulfuric Acid Oleic Acid
Oil of Vitriol
Oleum 

Hydrofluoric Acid Rust Remover

Phosphoric Rust Remover

Sodium Hydroxide Caustic Soda
Caustic Lye
Soda Lye

Pumice (abrasive) N/A

WARNING: Prolonged exposure of the laminate surface to bleach will cause discoloration. Always 
rinse laminate surfaces after cleaning and dry with a soft, dry cloth. Failure to rinse after cleaning can 
cause damage, even if only a small amount of cleaning solution remains on the surface. A dry residue 
may be invisible, however moisture from cups or drinks can reactivate it and result in permanently 
etched scars or stains over time.

Markerboard Laminate (Dry-Erase White Board)
Pilot®, Expo® and Pentel® brand dry-erase markers are recommended for use on markerboard 
laminate, though any non-permanent dry-erase marker is compatible. Solvent-based markers are 
preferred over low odor markers. DO NOT use permanent or non-dry erase markers. Markerboard 
should be cleaned once a week or more, depending on use to remove all dry ink residue and 
prevent ghosting. Ink should be completely dry before erasing, as attempting to remove wet ink can 
cause smearing and ghosting. Always use a dry eraser or a soft cloth to remove the marker, three 
color chalk brushes are recommended. Remove residue with a soft cloth and a mixture of warm 
water and mild detergent followed by a clean water rinse. For thorough cleaning and stubborn stains, 
various whiteboard specific cleaners and conditioners such as Quartet® and Expo® can be used. 
Clean erasers often to remove dry-erase marker residue. Dry the board using a clean, soft cloth. Use 
of abrasive cleaners, powders, scouring pads, paper towels, steel wool, sandpaper, etc. as well as acid 
or alkaline-based cleaners or compounds will damage and permanently discolor the surface of the 
laminate and severely affect the look and performance. Never use these materials on the dry-erase 
markerboard laminate nor allow containers, rags, etc. contaminated with them to contact the surface. 
DO NOT polish or wax the surface. It is not recommended to use sharp or abrasives objects on the 
markerboard surface as these objects can cause scratches on the surface. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Diluted bleach is not approved for use on markerboard surfaces as it will negatively impact 
the performance of writeable surfaces. The use of disinfectants may deteriorate the surface of 
markerboard, causing the marker ink to embed into the surface (known as ghosting). KI cannot 
warrant nor assume responsibility for surface degradation resulting from the use of cleaning agents. 
Cleaning with a mild detergent and water mixture, followed by a clean rinse will help reduce germs, 
dirt, and impurities.

Seamless, Membrane Press Tops
To clean, use a mild solution of water and detergent. Always rinse thoroughly with warm water and 
wipe clean with a dry cloth. Stains can be removed using a mild household cleaner/detergent and 
lightly scrubbing for 10 to 20 strokes. If a stain persists, use a paste of baking soda and water and 
apply with a soft bristled brush. Never use cleaners that are abrasive, solvent based, contain harsh 
chemicals, or contain ammonia. DO NOT use baking soda or any cleaner in combination with a 
brush, as they can damage the surface.

Solid Surface Tops (Corian®)
Solid surface tops can be cleaned using a solution of mild detergent and warm water, ammonia-based 
household cleaner, or a dedicated countertop cleaner. Always rinse thoroughly with warm water and 
wipe clean with a dry cloth. Avoid the use of window cleaners, as they can leave a waxy build-up that 
dulls the surface. Always wipe surface dry after cleaning or spills to prevent film build-up and  
hard-water marks. Minimize direct heat exposure to protect your surface.



Wood & Veneer
Wet objects should be placed on coasters and writing should be done on a desk pad to avoid surface 
and wood/veneer damage. Sharp metal objects such as spring binders and briefcase hinges should 
be kept from contacting the surface. Contact between the finish and certain plastic compounds may 
result in discoloration and finish damage. Protect wood and veneer from direct sunlight to prevent 
UV darkening. Avoid extreme heat, cold or humidity variances. Immediately wipe any liquid from the 
surface using a clean, soft cloth. NEVER leave any excess water or moisture on any wood surface. 
Regular cleaning or dusting can be accomplished using a slightly damp, soft, lint-free cloth, wiping in 
the direction of the wood grain. Always wipe dry immediately with a dry, clean, lint-free cloth. Avoid 
using any cleaners containing abrasives or corrosive agents. Do not use spray polishes or cleaners, 
or those containing silicone, wax, or oil. Do not use cleaners such as Clorox® or Lysol® brand 
disinfecting wipes, or other products containing polyethylene glycol. 

Butcher Block Worksurfaces
• A factory applied semi-gloss finish protects the butcher block worksurface. With proper care, the 

finish is virtually maintenance free.
•	DO NOT cut into a butcher block worksurface that has a semi-gloss finish. Cuts into the finish 

should be resealed immediately to prevent the exposed wood from absorbing moisture.
• Natural mineral deposits in tree wood may leave visible mineral streaks. This is a natural coloring in 

wood and adds individuality to the tabletop appearance. No repair to the surface is required.
• Wipe and clean any spilled liquid immediately. Excessive moisture and many chemicals, if allowed 

to stand on the surface can cause staining or damage. Clean spills or soiled areas with a damp cloth 
and dry thoroughly.

• Periodically apply a coat of furniture spray wax, paste wax or lemon oil to the finished surface. This 
will protect and enhance the finish, while ensuring a moisture barrier is in place to protect the 
butcher block in the event the factory finish becomes scratched or worn.

• Minor scratches and dents can be easily repaired by rubbing the affected area with steel wool 
or fine grit (#220) sandpaper. Remember, when rubbing or sanding to always sand with the 
wood grain direction. Feather-sand edges of repair into the surrounding area. Remove all dust 
and residue, then apply a new clear finish to the area (EZ-DO wipe-on poly gel recommended). 
Confine touch-up to the area which has been sanded and follow poly manufacturer’s directions on 
the product label when touch-up refinishing.

• Major scratches and gouges should be handled by a furniture repair professional, or knowledgeable 
do-it-yourselfer using proper tools and equipment.

KI’s warranty does not cover failure resulting from normal wear and tear which is to be expected 
over the course of ownership, including but not limited to: scratching, natural variations/movement 
of butcher block wood tops, bowing/cupping of butcher block tops due to environmental conditions 
during transit and/or at site.

Disinfection
Follow standard instructions for routine and spot cleaning. Cleaning agents and disinfectants should 
be approved by the appropriate department(s) within the facility. Follow manufacturer’s instructions 
for use, application, and specific product detail.

Approved Disinfectants:
• Lysol® Disinfecting Wipes (EPA number 777-114)
• Clorox® Non-Bleach Disinfecting Wipes (EPA  67619-09)
• Lysol® All-Purpose Spray Cleaner (EPA 777-99)
• Fantastik® All-Purpose Spray Cleaner (EPA 4822-530)

Always pretest cleaning and disinfectant products on an inconspicuous area before proceeding. 
Residue left by a cleaning agent may continue to degrade surfaces, shorten their life, and/or affect 
surface appearance. ALWAYS finish cleaning by rinsing with clean, warm water and dry with a soft 
cloth. 



CODE COMPLIANCEHow to Maintain Butcher Block
Important: If you make any cuts or alterations in your butcher block, be sure to refinish the exposed 
edges with melted paraffin and oil or polyurethane (EZ-DO wipe on poly gel recommended). Holes 
or notches that have been installed in the tabletop must also be refinished. If you do not refinish these 
edges, your top will crack due to dryness.

Powder-Coated, Painted or Chrome-Plated Metal
It is recommended that frames and finished surfaces be kept dry and away from water, rain, ice, 
snow, and salt. Clean using a mild solution of warm water and detergent. Always rinse thoroughly 
with warm water and wipe clean with a dry, soft cloth. Wax or furniture polish may be applied after 
cleaning.

CAUTION: Never use harsh solvents, abrasive powders, or a coarse cloth when applying cleaning 
agents to smooth surfaces, as they may damage the surface. 

Paint in all KI standard colors is available to repair minor chips and scratches.

Acrylic
Note: Standard acrylic (used in modesty panel and divider applications) cannot be used as a  
dry-erase surface. Please see care and maintenance instructions for Dry-Erase Acrylic, specifically 
designed as a writable surface.

Dust with a soft, damp cloth or chamois. Dry or gritty cloths may cause surface scratches and create 
a static electric charge on the surface. Wash with a solution of mild detergent or soap and lukewarm 
water using a clean soft cloth and applying only light pressure. Rinse thoroughly with clean water and 
dry by blotting with a damp cloth or chamois. Do not use window cleaning sprays, kitchen scouring 
compounds or solvents such as acetone, gasoline, benzene, alcohol, carbon tetrachloride, or lacquer 
thinner. These can scratch the surface and/or weaken the material causing surface cracks. 

Lubrication
All moving surfaces are lubricated during assembly. These surfaces naturally attract dirt. To ensure 
smooth operation, the receding door runners and the ball bearing race in suspension arms should be 
cleaned and a small amount of white lithium grease reapplied. 

Problem Description Cause To Repair 

End Checks
Separation of the joints 
along the end of top 
or block.

Excessive dryness, 
not waxed or oiled 
frequently enough.

Melt a 1 to 4 mixture of paraffin and mineral oil and fill 
all checks. Make sure paraffin seals the check thoroughly. 
Continue waxing.

Splits
Separations of joint 
along full length of top.

Excessive dryness. Proceed as above to seal split. If condition continues for 
an extended time period, contact your dealer.

Wind Shakes

Small portion of wood 
grain lifting from 
tabletop.

Grain separation, 
Excessive dryness.

Clean and dry top. Apply small portion of white glue 
to a piece of paper. Slip paper under the shake and 
remove, leaving some glue for adhesion. Place heavy 
weight on area overnight and let dry. Remove an excess 
glue using light sandpaper or fine steel wool. WORK 
ONLY WITH THE GRAIN, NOT AGAINST IT!

Warpage

Top cupping or 
bowing.

Inbalance of moisture 
content between top 
and bottom surfaces, 
Waxing only one surface.

Apply wax liberally to concave side. If not corrected 
within two weeks, tape plastic (i.e. plastic liners, dry 
cleaning wrap, etc.) to the convex side and oil the 
reverse side every day. Top will adjust to new humidity 
and correct itself. 

Rail Expansion
One rail raised above 
balance of top.

Raised rail expanding at 
faster rate than other.

Continue waxing as instructed for regular maintenance. 
Top will adjust to new humidity and correct itself. 

Stains
Water spots, food 
stains, etc.

Allowing food to remain 
on tabletop too long, 
needs paraffin or wax.

Use light sandpaper of fine steel wool on stain.  
Continue regular maintenance. Stain will dissipate in 
wood grain.

Damage
Nicks, gouges, dents, 
etc.

External environment. If top is factory-finished, lightly sand and refinish with 
polyurethane or another compatible finish (consult a 
local finishing store).

Mineral Streaks
Dark streaks in the 
wood.

Natural discoloring of 
the wood due to mineral 
deposits in the tree.

No repair needed – adds to individuality of your Butcher 
Block!
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Drawer Maintenance
To maintain proper operation of the drawer suspension, lubricate the area housing the ball bearings 
every three to six months with a high quality petroleum jelly type lubricant. To ensure correct drawer 
alignment, your desk or credenza must be leveled. Check to see that unit is level and adjust the glides 
if necessary.


