TOWN OF MEDICINE PARK

EVENT CENTER

INSTRUCTIONS

DO NOT HANG OR PLACE ANYTHING ON CEILING FANS, WALLS, OR CEILINGS WITH STAPLES, THUMBTACKS, TAPE, OR TEMPORARY HOOKS. DO NOT TAKE DOWN CURTAINS OR PICTURES FROM WALLS.

After the event you are responsible for the following:

·  1. Clean all tables and return to alcove where you found them.

·  2. Check all chairs that you used and return to alcove where you found them. If you have broken chairs, please leave out for our review. 

·  3. Place all soiled linens in designated tub in kitchen.

·  4. Return Sound System to Men’s Restroom with all cords, stands, and speakers packed. 

·  5. Check for belongings left in restrooms, remove if needed, flush toilets.

·  6. Remove all bags of trash and place in outside dumpster, close lid, place new bags in cans.

·  7. Sweep/mop floors as needed.

·  8. Lock all doors and double check, turn off all lights. 

Kitchen users:

All of items 1-8 

·  9. Clean out all food/beverage items in refrigerator/freezer, wipe up spills if needed.

·  10. Wash and replace any dishes that you used and return them to where they belong.

·  11. Clean stove top area and/or any oven spills. 

·  12. Clean out sink and wipe off counters.

·  13. Lock outside kitchen door.

Park/Outdoor users:

·  14. Remove all trash and debris and place in dumpster. Park/Outdoor area must be left in original condition.

All Renters:

·  15. Remove any posters/balloons/signs you placed at the event center or around town. 

 Refund of deposit is based on status of building, equipment, and grounds.

Thank you for preserving the Event Center!

Cyndi Hardesty
Town of Medicine Park

Properties Manager
