CRATER PAC – MINIMUM CUSTODIAL CHECKLIST 
EVENT DATE:____________








SIGNATURE:_______________________
LOBBY:

· _____Pick up trash on floors and counters 

· _____Empty and re-line trash cans if needed

· _____Remove all personal items

RESTROOMS:

· _____Confirm all toilets are flushed and decent

· _____Pick up trash on floors and counters

· _____Empty and re-line trash cans or push down trash
· _____Wipe with damp paper towel sinks and counters

HOUSE:

· _____Walk through every row to pick up programs, ticket stubs, trash, etc.

GREEN ROOM:

· _____Remove all food and personal items, doublecheck in cupboards and drawers

· _____Take down any taped-up signs/check-in sheets

· _____Wipe counter, sink, and tables with damp paper towel

· _____Vacuum green room and hallway

· _____Empty and re-line trash can

DRESSING ROOMS:

· _____Turn off mirror lights

· _____Remove all personal items

· _____Stack chairs

· _____Pick up trash on floors; spot-mop as needed

· _____Wipe with damp paper towel all counters; scrub as needed

· _____Remove any notes and tape from mirrors

· _____Confirm all toilets are flushed and decent

· _____Empty and re-line trash cans

STAGE AND WINGS:




· _____Remove all spike tape

· _____Pick up all trash, water bottles, etc.

· _____Remove all set pieces, props, drops, etc.

· _____Raise all curtains

· _____Return all headsets & cables to storage

· _____Sweep stage floor

CONTROL BOOTH:

· ____Reset all sound & light settings to standards

· ____Remove any show-specific labels

· ____Pick up all trash, water bottles, notes, etc.

· ____Remove all personal items
· ____Cover light board, sound board, monitor
Additional custodial fees may be charged ($25/hour) if this checklist is not completed.


Inform Matthew of any observed damage to equipment or property.


Contact Matthew within one week to re-claim personal items and/or props left behind.











