[bookmark: _rhstk5qbk8wi]Building Zero

[bookmark: _x39vnugmda5k]Main Street Level Entrance
· Ground Swept and cleared from any debris and snow
· Sandwich board that is clean - replace cardboard sign as needed
· Smokers pole located at the top of the stairs - needs to be emptied as needed
· Signage display updated by marketing team

[bookmark: _fj5frrqnp1fc]Main Airlock
· Floors cleaned and vacuumed
· One doorstop in each corner
· Cleared all tables, chairs, and trash cans post events

[bookmark: _hcjexnkacfbq]Miller Upper Lobby
· Welcome front desk (items on desk managed by marketing team)
· Donation kiosk
· Sponsor sign
· No hardware (tables, chairs, stanchions, signs) other than two bar stools at the gamble bar

[bookmark: _1etdt553bv5t]Gamble Bar
· All dishes put away
· All trash and recycling emptied and new trash bags in cans
· Backbar - only things visible are cups and glassware
· Refrigeration units - nothing stored on top
· Bar mats folded and stored to the side
· Nothing on the floor
· Dishwasher Empty

[bookmark: _nxvn0uax4kqj]Jones Performance Hall
· Airlock - need a trash can available, a broom and dustpan, a dust mop, swiffer mop, hand sanitizer, windex, paper towels, alpha hp spray bottle, lost and found bin, three shoe trays,
· Dance Room - clear of everything other than the dance equipment on the west end of the room.

[bookmark: _kk2dvew991qk]Miller Upper Lobby Hallway
· Gallery doors propped open during gallery operating hours (10:00 am - 4:00 pm)
· Nothing in blocking the front donor list - donor sign in between artwork and front list
· Seating area pushed back against glass wall
· Sponsor next to water fountain
· Northstairs doors - lookers left to cover the genie, lookers right open

[bookmark: _6pjatc7242j8]Black Dragon Bar
· All dishes put away
· All trash and recycling emptied, and new trash bags in trash cans
· Backbar - only things visible are cups and glassware
· Refrigeration units - nothing stored on top
· Bar mats folded and stored to the side
· Nothing on the floor
· Lobby displays and audio turned off
· Metal trash cans and recycling bins - placed near parking lot entrance
· Plastic trash and recycling bins - store in South Hallway
· Dishwasher Empty - No water

[bookmark: _h9a4s2yxzr0r]Grace Atrium
· Three large high cocktail tables (without lines) and 9 high bar stools, located on the East side of Atrium - evenly spaced inline, chairs pushed, not blocking egress
· Two leather chairs on East side of the Atrium next to the South Hallway
· Sponsor sign underneath the Grand Stairscase
· Doors to South Hallway closed

[bookmark: _rqszgs630f1l]Atrium Airlock
· Empty except for two door stops
· Icemelt in the in the Winter
· 4 x 6 Alsco rug

[bookmark: _f0sw24m7jy6x]Grace Atrium Hallway
· Sponsor sign on the West side of the hallway against the white wall
· Exit doors - lookers right closed with lost and found sign, left door open

[bookmark: _tygonrtybna6]1st Floor Restrooms
· Nothing on the floor other than three mats underneath the urinals - all paper towel and toilet paper swept up.
· Two Tork paper tower dispenser on sink
· Seven backup toilet paper rolls on the diaper changing stations
· Signage on stall doors updated by marketing team

[bookmark: _7vgmiccqbs7f]Steady Theatre
· Theater set to various seating configurations as needed
· All trash and recycling picked up off of floor and cup holders
· Floor spot mopped
· All egresses clear
· North Stairwell - store three max stage panel carts, backup balcony chairs stored at top of stairwell (stacked no more than five high).  No other theatre stage carts, dollies and hardware stored in this area.

Location of Trash Cans
