DAILY – HOSTESS STATION CLOSING DUTIES



	· Front desk is clean an organized.  

· Carpets are cleaned using the “carpet sweeper”

· Front doors are cleaned of finger prints

· “Information Tables” are neat and clean

· Sauce display is stocked and full

· Reader boards for the next days events are posted (small & large)
· Maintenance closet is stocked with toilet paper and paper towels

· Bathroom soap, toilet paper & paper towels filled

· Bathroom & front desk garbage changed

· Bathrooms are clean-sinks,counters, toilets clean, floor picked up

· Clean front patio of glassware and cigarettes

· Clean / reorganize front and banquet lobby.  Re-linen as necessary.

· Pagers charging, surveys placed on charger

· Specials table cleaned

	· Monday

    Mngr ________  date _____
· Tuesday

    Mngr ________  date _____
· Wednesday

    Mngr ________  date _____
· Thursday

    Mngr ________  date _____
· Friday

    Mngr ________  date _____
· Saturday

    Mngr ________  date _____
· Sunday

    Mngr ________  date _____


HOSTESS STATION CLEANING LIST
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	MONDAY – HIGHCHAIRS/BOOSTERS 

· Wipe down all lobby & bar chairs

· Clean highchairs and booster seats.

TUESDAY – FRONT DESK 
· Organize Front Desk, wipe down and organize
WEDNESDAY – FILE FORMS – BAR TABLES
· Re-stock file cabinet forms (at least 20 of each) and organize

· Polish tall bar tables & clean bases

THURSDAY – OAK ROOM

· Completely dust and clean Oak Room, it’s tables, chairs & and windows. 

FRIDAY – COATROOM 

· Clean and organize Coatroom.  Items left longer than a month discarded

SATURDAY – SUNDAY PREPARATION

· Clean Sunday Brunch Frames, trim brunch labels and place them in frames.

· Clean highchairs and booster seats. 

SUNDAY – WINDOW BLINDS – BANQUET LOBBY
· Dust Banquet lobby blinds
· Sweep behind banquet lobby tables & chairs

	· Monday

     Mngr ________  date _____
· Tuesday

     Mngr ________  date _____
· Wednesday

     Mngr ________  date _____
· Thursday

     Mngr ________  date _____
· Friday

     Mngr ________  date _____
· Saturday

     Mngr ________  date _____
· Sunday

     Mngr ________  date _____



