Closing Checklist

Week of:

	Item/Area
	M
	Tu
	W
	Th
	F
	Comments

	Make sure toilets flushed
	
	
	
	
	
	

	Straighten/replace all toys/books
	
	
	
	
	
	

	Clean off tables
	
	
	
	
	
	

	Straighten chairs
	
	
	
	
	
	

	Replace borrowed equipment
	
	
	
	
	
	

	Put away or straighten bedding and/or stack cots/mattresses
	
	
	
	
	
	

	Turn off lights
	
	
	
	
	
	

	Close windows
	
	
	
	
	
	

	Lock refrigerator/freezer
	
	
	
	
	
	

	Lock up all toys in gym closet (Friday only)
	
	
	
	
	
	

	Lock filing cabinets
	
	
	
	
	
	

	Lock doors
	
	
	
	
	
	

	Set alarm
	
	
	
	
	
	

	Other:
	
	
	
	
	
	

	Other:
	
	
	
	
	
	

	Other:
	
	
	
	
	
	

	Other:
	
	
	
	
	
	

	Other:
	
	
	
	
	
	


