
Your facility and event request form has been reviewed and approved. The facility needs to be
cleaned and secured at the end of your event. Please complete the following checklist and return

it to the SLC representative or front office at the conclusion of your event. Failure to leave the
equipment and facility clean and back in order will result in a forfeiture of your security deposit

and you may be charged an additional fee for any cleaning not complete. *If an item is damaged
or a spill occurs that requires additional cleaning, please notify the office.

Person responsible for this event:___________________________________________________

Date and time(s) of this event:______________________________________________________

SLC Facility & Event Cleanup Checklist

Tables, chairs, and other equipment cleaned/disinfected

Tables, chairs, and other equipment returned to their original place

Fellowship room reset for classes

Carpeted floors vacuumed (front door mats, sanctuary, classrooms, hall)

Hard-surface floors swept and mopped (kitchen, classrooms, entrance, restrooms)

Personal items removed

Trash taken to the dumpster and bags replaced (restrooms, classrooms, kitchen, foyer)

Kitchen: dishes away, counters cleaned, towels in washer, floor mopped, coffee pot, sink

Bathrooms cleaned: counters, mirrors, faucets, trash, floors, toilets/urinals

Front doors fingerprints cleaned off glass

Nursery: in addition, toys in order, surfaces wiped, soiled toys cleaned, back in order

Lights/equipment/coffee pot turned off and door locks turned on (SLC rep or member)

Other:

Any comments:_________________________________________________________________

______________________________________________________________________________

Signature of person responsible for this event:_________________________________________

Signature of SLC Representative (if applicable):________________________________________


