Huntington Civic Arena


Daily Task

Overview

Pre-Event Check List

Date:___________________________

Event:________________________

_______
Ice down all stands in use

_______
Charge items delivered, shortages reported

_______
Non-charge items delivered, list completed

_______
Soda machines stocked and CO2 distributed

_______
Condiments carts stocked and wiped down

_______
Pizza Prepped

_______
Bread distributed to stands

_______
Beer delivered and chilled

_______
Check all utensils needed

Comments/Concerns_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Signature:___________________________________

Day of Event Check List

Date:_____________________________

Event:________________________

_______
Condiments carts iced down and utensils provided

_______
Last minute deliveries

_______
Stands opens 



____ Doors unlocked



____ Soda machines on



____ Napkin and straw dispensers filled



____ Counters wiped and stands clean



____ All warmers and machines on (pretzels, popcorn, cheese)



____ All lights on (main, display, beer)

_______
Supervisor and runners assigned

_______
Non-profit group assigned and packets ready

Comments/Concerns_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Signature:_______________________________

Non-Profit Pre Event Check List

Date:____________________________
Event:______________________________

_______
Stand Leaders sign out and count money

_______
Inventory verification in assigned stands

_______
Wipe down stand counters and equipment, general cleaning

_______
Fill pretzels, popcorn, nacho chips and cheese machines

_______
Check soda machine to make sure working properly

_______
Set-up condiment stands

_______
Prepare and start cooking hotdogs, burgers, fries, pizza etc.

_______
Make sure all volunteers are in proper uniforms

Supervisor Signature:____________________________

Non-Profit End of Night Check List

Date:_________________
Event:_________________
Group:__________________

_______
Stand Leaders return money for counting and verification

_______
Inventory counted

_______
All cooking equipment cleaned roller grills, fryers, etc.

_______
Popcorn and Pretzels machines cleaned

_______
Nacho warmers emptied and cleaned

_______
Chile and Cheese warmers cleaned and product stored or disposed 

_______
Soda machines wiped and cleaned

_______
Counter tops wiped and cleaned

_______
Condiments stands cleaned

_______
All equipment unplugged and off

_______
All utensils/dishes washed and put away

_______
Stands swept and mopped

_______
Trash picked up and placed outside stand

Comments/Concerns_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Stand Leader Signature:______________________________

End of Night Duel Check List

Date:_____________________________
Event:___________________________

Charities




Supervisor

_______
Equipment Cleaned

_______
Equipment Cleaned

_______
Sodas machines off

_______
Soda machines off

_______
Spoilage removed

_______
Spoilage removed

_______
Bar towels removed

_______
Bar towels removed

_______
Warmers off


_______
Warmers off

_______
All lights off


_______
All lights off

_______
Cooking equipment clean
_______
Cooking equipment clean

_______
Dishes cleaned

_______
Dishes cleaned

_______
Floor swept and mopped
_______
Floor swept and mopped

_______
Stand locked and secured
_______
Stand locked and secured

Comments/Concerns_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Supervisor Signature:______________________________


