CHECK LIST FOR CLUBHOUSE INSPECTION

Inventory – Make sure the following items are intact.

Folding tables and chairs are returned to storage area.

⁪ 44 folding chairs    ⁪ 2 long folding tables  ⁪ 3 medium folding tables ⁪ 2 short tables

⁪ 17 blue lounge chairs in pool area  ⁪ 8 tweed lounge chairs in pool area

⁪ 2 large circle tables in pool area    ⁪ 4 small circle tables in pool area   

⁪ broom & bucket  in closet   ⁪ toilet brush in closet   ⁪ white bulletin board in closet  

⁪ dust pan in closet  

⁪ soap dispensers in both bathrooms  ⁪ trash cans in both bathrooms

⁪ extra toilet tissue in both bathrooms 

⁪ fire extinguisher in kitchen  

Cleanliness – 

⁪ Top of range (check burners)           ⁪ Oven                    ⁪ Dishwasher    

⁪ Refrigerator  (no food should remain in unit) (leave both doors open)
⁪ Countertops

⁪  Kitchen floor     ⁪ Bathroom Floors, including hallway           ⁪ Meeting room floor

⁪  Drinking fountain (wipe off spots with paper towel)

Protection and Security of Clubhouse –

⁪  Thermostat returned to normal  (summer 78 degrees - winter 68 degrees)

⁪  Lights turned off in all areas.      ⁪  All light bulbs are working.

⁪  All French doors locked              ⁪ Door to bathrooms from meeting area locked

⁪  Front entry door locked   (see instructions posted above light switches)

⁪  Toilets in bathrooms should be flushed and NOT running

     Turn range and refrigerator off at the fuse box in the utility room.

Damage to clubhouse -

⁪  Walls should be free of marks and scars

⁪   Scan all areas for anything that looks unusual or different.

Important !  !

Before setting up for your meeting, do your own walk through of the premises.  If you find anything dirty, missing, or damaged, report this immediately to a board member. This is important since you are assuming responsibility of the facility.

