




Closing 

Electronic 

Organization 

____ Are digital displays, such as screens or monitors, in working order and displaying relevant 
information? 

Comments:__________________________________________________________________________________________________________
______________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________

____ Was the trash taken out and is there no trash left over from the night before? 
____ Is the location presentable and ready to be opened? 
____ Is the workspace tidy, free of any clutter, and welcoming for the next shift? 
____ Have all areas been checked to ensure they are clean and organized for the next day? 
____ Have all necessary closing reports or documentation been completed and filed accordingly? 
____ Was all equipment and machinery properly shut down and secured for the night? 
____ Have all lights and electronic devices been turned off to conserve energy overnight? 
____ Were perishable items been appropriately stored or disposed of to prevent waste or spoilage? 
____ Are all entry points, windows, and doors securely locked to ensure the security of the premises? 

Comments:___________________________________________________________________________________________________________
_______________________________________________________________________________________________________________________
_______________________________________________________________________________________________________________________

____ Is the arena floor regularly inspected and taped to delineate specific zones or areas? 
____ Are storage areas within the arena well-organized to maximize efficiency? 
____ Is there a systematic approach to maintaining cleanliness in the spectator seating areas? 
____ Are seating arrangements in good condition and is there routine inspection to ensure this is the case? 
____ Are there methods employed to designate specific zones for different types of inventory? 
____ Are shelves labeled to assist in easy identification of books and other items? 
____ Are maintenance checks conducted on lighting systems to ensure proper illumination during events? 
____ Is the sound system regularly assessed and maintained to provide optimal audio quality? 
____ Are restroom facilities routinely inspected and cleaned to meet hygiene standards? 
____ Are there regular training sessions for staff members to ensure they are well-equipped to manage 
        emergencies and customer service? 

Comments:___________________________________________________________________________________________________________
_______________________________________________________________________________________________________________________
_______________________________________________________________________________________________________________________
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