BANQUET MANAGER CLOSING CHECKLIST


	BALLROOMS
· Carpets are completely vacuumed

· Tables are positioned according to flip with appropriate centerpieces and chairs

· If tables are “stacked” in ballrooms – NONE leaning against the wall

· Bars are completely clean, no standing water / clutter / food

· All liquor / beer / wine is stored properly and locked away

· All tray jax put away

· Acceptable dirty linen is folded and saved as “brunch fluff”

· Stereo cabinet clutter free and stereo is off

· All tree lights are off

· HVAC off

· Ballroom lights are off
BAR CHECKLIST
· Bar drawer counted and money turned in … be sure to “z” out sales

· Complete banquet bar slip

· Sign & date everything

· Register returned to storage

· All empty bottles are removed and brought to back area

· Bar glasses returned to kitchen

· Bar top clean; under bar cleaned
· Return wine & beer to room … organize items

· Open wine returned to main din.rm. bar

· Return liquor to room …. organize items 

· Return all opened juices to cooler with label  including date opened & initials
· During season, courtyard swept & all food / dishes removed

KITCHEN
· Coffee machine is off and entire coffee machine and surrounding area is clean

· All water pitchers are properly stored

· All bottles are put to recycling bins

· All trays are clean and placed back under the stereo cabinet

· Back banquet kitchen area is clean and clutter free (no extra tray jax, fluff, 
            trays etc left near elevator 

· All silverware is clean and sorted (communicate with DR manager) – assume
            1 rack per 30pp

· All extra cheese and butter chips stored in covered containers and returned to 
            dairy or prep cooler

· All dirty linen is taken downstairs in large bags

· All bread baskets returned downstairs

· All carafes returned downstairs

BASEMENT
· All tables put away, 6’ & 8’  near elevator, round tables near vending, serps across 
            from banquet storage.

· All chairs are stacked in towers of 10 and placed next to prep cooler

· All linen bags are placed inside of large textile bins across from prep cooler

· All table covers that are returned downstairs are properly folded,  placed on lower right
            side shelf with others

· All table skirting properly rolled and placed in banquet storage with others

· Extra clean linen is placed with others in banquet storage

· A/V equipment properly stored in elevator room

LOOKING AHEAD

· All servers are clocked out – run “pre-close” report

· All rooms are prepared for the next day and left in a presentable fashion

· All HVAC & Lights are off (if last one in building, double check bathrooms, basement & DR)

· All doors are locked

· If the last one in the building, alarm is set

· Banquet lobby is cleaned, carpet vacuumed, tables and chairs neatly arranged.  

           Chairs removed from “registration” table.

· Event in DR next day?? – be sure DR manager has proper set-up for the next event

· If breakfast the next day the following must be completed …

· Carafes, Coffee Urns brought upstairs

· Buffets fully fluffed and stations set

· If “conference” set-up, water glasses are down, mints on tables

· A/V is hooked up and ready to go


	UPON COMPLETION

Date:_______________________
Events:_____________________

Initials:_____________________

Closing Notes: 

__________________________________________

“Opportunities are usually disguised as hard work.
 That is why not all people recognize them.”




