Client check list prior to using facility
	
	
	yes
	no

	1
	Read and signed contract
	
	

	2
	Read and signed Hold Harmless agreement
	
	

	3
	Read and understands Rules and Regulations
	
	

	4
	Read and understands Rental agreement
	
	

	5
	Made deposit
	
	

	6
	Walked through area
	
	

	7
	Shown kitchen is clean and intact
	
	

	8
	Shown janitor closet and provided minimum of 4 trashcans
	
	

	9
	Shown bathrooms are clean and stocked
	
	

	10
	Told when and where to pick up key
	
	

	11
	Told when and where to return key
	
	

	12
	Will clean up after event themselves
	
	

	13
	Will have someone else clean up after event for a fee
-initial here
	
	

	14
	Will hire a caterer
	
	

	15
	Paid for kitchen use – need specific walk through
	
	

	16
	Will use K of C for beer
	
	

	17
	Will use K of C for soda
	
	

	18
	Contact numbers were provided
	
	

	19
	Instructions were given on applicable equipment
	
	

	20
	Move weather radio to kitchen 
	
	

	21 
	Reset timers on parking lot lights
	
	

	22
	Ask if high chairs are needed
	
	

	23
	Ask if AV equipment is needed (share price per item)
	
	


Signature of Lesee








Date

Phone number of Lesee

Signature of Lessor

Phone number of Lessor 
4-16-14


