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USER’S CHECKLIST

Chairs and tables cleaned and returned to the storeroom.

All decorations and other items brought in for event have been removed.

Toilet facilities left clean and rubbish disposed of.

Rubbish put into the appropriate container outside of the kitchen door.

Oven/cooker emptied, cleaned and switched off; ventilator switched off.

Dishwasher emptied, cleaned and switched off. Grey plug returned to its proper place.

All dishes, utensils, pots, pans and coffee/tea equipment have been cleaned and returned to
proper place.

Kitchen worktops, sinks and floor have been cleaned.

Glass bottles/containers have been removed for recycling.

Floor of the hall has been swept and spills have been wiped up with a damp cloth.
All lights inside (including in the toilets) and outside switched off.

All doors have been closed and locked.

Key returned to steward.

Signed: Date:

Renter

Signed: Date:

Steward

Thank You!
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BRIEF DEPOSIT CHECK LIST

Name of renter

Date of lease

State of Hall OK/not OK

State of Kitchen OK/not OK

State of Church OK/not OK

Refund deposit: yes/no

Signed: Date:
Steward

Please leave this form as soon as possible at the Church Office after
completion.
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