Please complete this checklist and return with your key:

Renter Name: __________________________ Date:_____________________

_____ 	Clean all table tops and chair seats. Fold AND put away the chairs and tables.

_____ 	Clean floors: (including in bathrooms, kitchen, and stairs) 
*** broom, mop & cleaning items are located in the closet next to the refrigerator. 

_____	Restrooms: trash (replace liner), sink, toilets flushed, faucets off 

_____ 	Kitchen: Remove food and beverages from refrigerator and wipe up any spills. Clean the sink and counter. Wash and replace any dishes or utensils used.

BEFORE LEAVING: 

____	Put trash and recycling in the receptacles in the parking lot behind the Town Hall. 

____	Replace trash bags in all trash cans. 

____	Check premises for decoration removals, window latches, lights turned off, and belongings. The outside light by the door is on timer. 


*** Lock the front door and return key in lockbox or mail slot with the checklist. 

Deposit check is shredded or returned after approved checkout. Please contact rentals@glenecho.gov for any questions. 


Initials ___________

