MVCC CLOSING CHECKLIST

Before You Close up the BUILDING, please…

1. Put CLEAN tables and chairs away; close the chair room door.

2. Remove all signs, fliers, decorations, etc. 
3. Check the yard, if used, for trash and dishes. 

4. Sweep and mop the floor. It has to be clean enough to lie on! A large broom and dust mop are in the storeroom. If needed, a small wet mop is in the first bathroom or the storeroom. A rag mop is in the storeroom. Please use a dry rag mop to absorb excess water if a wet rag mop was used, to preserve the wood floor.
5. Turn off the heat.
6. Turn off the lights.
7. Turn off the ceiling fans. 
8. Close and lock all windows, including those in the bathroom and kitchen.
9. Lock the back and side doors (button oriented side-to-side). Do not leave by either door – this will unlock the door.
10. Remove all your trash and recyclables from the premises if this was a one-time event.  Or, if this was a recurring class or event, make sure garbage and recycling are properly disposed of in the available cans and bins. 

11. Lock the front door (button side-to-side), and push securely closed. 

12. If you used tablecloths, dish towels, etc., collect and wash them. Return ASAP for the next kitchen users (right away if an event is scheduled for the next day, 2 days maximum). 

13. Let the MVCC facilities manager (Morgan March 702-3725) know if any equipment is malfunctioning.
MVCC KITCHEN CLOSING PROCEDURES
1. Wipe down the countertops.
2. Clean the stovetop and ovens (if you used them).
3. Turn off the propane at the valve on the wall to the left of the stove! This prevents gas leakage if the pilots go out or the propane supply from outside is interrupted. Leakage is an explosion hazard! 
4. Wash, dry, and put away all the dishes, cups, utensils, cooking pots. Be sure to turn off the dish sanitizer if used. 
5. Clean the sink and remove scraps from sink and floor drains.
6. Remove all food items from the fridge and spot clean as necessary. Make sure fridge and freezer doors are closed.
7. **Remove all compost and food waste from the premises.**
8. **Remove all recyclables and garbage from the premises.**
9. Sweep and wet mop the floor.

10. Latch the cupboards, secure the pass-through shutters, close the kitchen window, turn off the lights, close the kitchen door. 
11. Wash all towels, cleaning cloths, aprons, potholders, and tablecloths that you used; return them ASAP for the next kitchen users (right away if an event is scheduled for the next day, 2 days maximum). 

12. Replace any consumable items used in excess. 

13. Let the MVCC facilities manager (Morgan March 702-3725) know if the supply of a consumable item is low or if any equipment is malfunctioning. 
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