CLEANING CHECKLIST (for Renter)
THIS CHECKLIST (after you fill it out), AND KEYS, MUST BE LEFT IN DROP BOX at our main office AFTER CLEAN-UP.  ANY VIOLATIONS OF THIS REQUIREMENT OR ANY OF THE “TERMS OF USE” WILL RESULT IN A FORFEITURE OF DEPOSIT!  If you are unable or unwilling to complete ALL requirements of this checklist, tell us when you pick up your key, so we can make arrangements with our cleaning contractor (charge is an extra $20 per man-hour for this service, but it allows you to enjoy your event, then walk away with minimal cleaning responsibilities).  
***Otherwise, proceed with the following:

Complete all work and fill out checklist before 9:00 a.m. (day after event), then place checklist and keys in drop box. 

Meeting room, surrounding grounds, and parking area must be left in equal or better condition than you found it, and must all be free of litter, food, drinks, cigarette butts, etc.  Remember that the only cleaning included in your rental fee is the final mopping of the floors by our contractor.  Cleaning charges will be held out of deposit for ANY OTHER CLEANING OR DAMAGES that we encounter.  Anything we must do (other than final mopping) to return the center to the condition in which you received it will have to be withheld from your deposit. 
Before turning in the keys, please complete each of the following steps and mark the checkbox beside each task AFTER it is completed (if this is not done, we are required to keep a portion (or all) of your deposit to cover our cost on items missed!) 

· Remove ALL trash (food, drinks, cups, cigarette/butts, paper products, etc.) from building, grounds and parking lot 
· Sweep all floors and mop up any noticeable spills or stains.  (Mop and Bucket are located in chair closet. Cleaning supplies are under kitchen sink).
· Check walls and all other surfaces for marks, spills, tape, stains, etc. and clean off as necessary.

· Clean mirrors and all windows/glass surfaces (marks, smudges and handprints). 

· Flush/unclog commode (if necessary) and clean.
· Turn off oven, burners, vent hood fan and vent hood light. 

· Make sure oven, burners, vent hood and microwave are clean inside and out. 

· Clear and clean all countertop surfaces and any stains, grime or spilled food on cabinet faces. 

· Clean refrigerator and freezer, remove your items, and make sure doors are closed tightly.
· Clear off and clean all tables and chairs (including undersides and legs).  Make certain that all gum, tape and any new marks or stains are completely removed.  
· Put all dirty towels/rags in a clear plastic bag and place them on the floor, just to the right of the front entry door.  

· Bag all paper and trash, empty all trash cans (including lobby bathroom, replace trashcan liners (found under sink), and place trash in dumpster in parking lot and make sure lids are closed.
· Turn thermostat to “Off” position and make sure fan is in “Auto” position.  

· Turn off all lights  

· Lock all doors, then PLACE THIS CHECKLIST (AFTER COMPLETION) AND KEYS IN THE DROP BOX (NIGHT DEPOSIT BOX) OUTSIDE THE MAIN OFFICE – at 414 S. Vallie Ave., by soccer fields.
*** Signature:  ___________________________________________    
____________________________________________
                             (Must be signed by person completing checklist)
    (Date and time cleaning & checklist completed) 
Cleaning Supplies:  
Cleaning supplies are located under the kitchen sink. Trash liners, if needed, are also under the kitchen sink.  Dish towels may be used for cleaning, if necessary.
Maintenance calls/fees*
MLK Meeting Room rentals are considered self-service.  There is no charge if there is a property-threatening emergency that is no fault of the renter.  However, on calls/requests that are not the fault/responsibility of Pecan Grove, we are required to charge as follows for our services:

  - Call-outs during regular business hours:  Straight-time rates of employee, plus materials.  
  - After-hours/weekend call-outs:   $30 call-out charge, plus time-and-a-half for employee, plus materials (if necessary)
  - After-hours/weekend phone call only (non-emergency):  $20 charge
* To be charged against security deposit and/or billed to the responsible party.

CONTACT NUMBERS:  Serious Emergencies (life or property-threatening emergencies):  911

Maintenance Supervisor:  (409) 423-9721.   If no response from Maintenance Supervisor, call (409) 673-9766
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