MANLY COMMUNITY CENTRE INC.
HIRING CHECKLIST

For the purposes of statistical information for the Manly Community Centre please provide the average/number of people attending your classes/sessions:  __________ 

	ITEM
	YES
	N/A

	On Arrival
	
	

	      Security Alarm ON/OFF?
	
	

	      Everything clean and tidy?
	
	

	      Toilet and handtowel paper stocked
	
	

	
	
	

	On Departure
	
	

	      Windows closed 
	
	

	 Lights off
	
	

	       Airconditioning/fans/heaters off
	
	

	       Room left as found
	
	

	       Chairs stacked (8 chairs per stack)
	
	

	       Tables dismantled and stacked (near top of stairs)
	
	

	       Whiteboard/s clean
	
	

	       Crockery, etc. washed and put away OR stacked as found 
	
	

	       Fridge empty
	
	

	       Linen folded and on counter in kitchen
	
	

	       Rubbish bins emptied, including in toilets
	
	

	       Rubbish bags at front door
	
	

	       Security Alarm on
	
	

	       Keys left in letter box (a penalty may apply if not)
	
	

	       
	
	

	Was everything to your satisfaction?                  YES   /    NO
If NO, please provide comments below  -  thank you.
	
	


	Comments:

	

	

	

	

	

	

	

	

	

	Hirer:                                            Signature:                                     Date:            


PLEASE LEAVE THIS IN THE LETTER BOX ON YOUR WAY OUT.

Thank you for taking the time to complete our checklist as it will help us to maintain our high standards.

Contact:  Nancy Colella
Bus.Hours:  9977.1066;   AH:  0439 690 453

