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Hotel Meeting Room Teardown Checklist

Daily Operations

DATE

CATERING CLEARANCE

ROOM

EVENT JUST ENDED

CREW LEADER

D Food and beverage items removed
D Catering equipment returned to kitchen

D Spills wiped immediately

AV & EQUIPMENT

000

Water jugs and glasses collected
Table linen collected for laundry

Rubbish bins emptied

D Projector powered off
D Laptop and cables disconnected and stored
D Microphones collected and charging

D Screen raised or stored

ROOM RESET

0000

Flip charts — used sheets removed
Client materials or USB drives returned
Extension leads coiled and stored

AV cupboard locked

Tables wiped clean
Chairs wiped and arranged to default layout
Furniture moved to default positions

Stationery — notepads and pens restocked

00000

Floor vacuumed or mopped

SIGN-OFF

00000

Windows and blinds reset
Lighting returned to default setting
Temperature reset to normal

Lost property check completed

Room signage cleared or reset

D Room ready for next use

Damage or issues found

Crew leader signature

Notes
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