BOURBON AREA COMMUNITY CENTER

RENTER’S RESPONSIBILITY CHECKLIST
Your responsibilities, guaranteed by your security deposit as renter(s) of the Bourbon Area Community Center, are as follows: 

1) You are responsible for the care and protection against damage of the building and the contents therein. 
2) For your convenience, you will find trash bags, toilet paper, brooms, mops and bucket, vacuum cleaner, and floor cleaner, in the Utility Closet near the entrance to the kitchen.  Hand soap has been provided in the restrooms.
3) Your Clean-up Responsibilities include the following:  (Use this checklist to be sure that all items have been taken care of before you leave the building.  You may turn in the checklist to the Manager with the key, if you wish to.)
GENERAL MEETING AREA:  
TABLES/CHAIRS:  Wipe off all tables and chairs rearranging them back to the original formation of 4 tables across, 3 rows deep, 6 chairs set at each table. (Extra chairs that were used should be hung back on the chair racks.) Extra tables can be found in Closet #6, the door should be unlocked.  Leave it UNlocked.

FLOORS:  Sweep the floors, and mop up any spills or stains.  Be sure to check under the tables.

TRASH REMOVAL: Bag up your trash and place in the dumpster (located outside in the parking lot).  Replace liners in all trash cans. 
Extra bags are in the Maintenance Closet.  

KITCHEN AREA: If you use the kitchen, please make sure all counters, stove, sinks, refrigerator and work table are wiped clean of food and crumbs.  Sweep kitchen floor and mop up any spills.  Remove any food from the refrigerator that you brought in for your event.

RESTROOMS: Remove all trash from the restroom facilities.  Wipe off all toilet stools and sinks and leave them as clean as possible.  Sweep floors and mop if dirt has been tracked into the rooms.

ENTRY WAY:  You may need to damp-mop the entry if your guests have carried any debris in on their shoes.  A vacuum cleaner is provided in the Utility Closet if entry way rugs need attention. 

PARKING LOT AREA:  Be sure to check for and remove any trash outside the building that may have been left by your guests (Ex:  cigarettes butts, cans, bottles, etc.)
                    Thank you for leaving the facility the way you found it for our next guests. 
