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	Timeline checklist 6.6.3



CATERING AND MERCHANDISING – Close down

	Timeline
	 Task
	Date
	By Whom
	Confirmed

	Catering Entrance
	Keep clear
	
	
	

	Catering Exit
	Keep clear
	
	
	

	ELECTRICITY    See 6.2
	Disconnect all
	
	
	

	
	equipment
	
	
	

	
	
	
	
	

	LIGHTING           See 6.2
	Disconnect all
	
	
	

	
	Return/clear
	
	
	

	WATER                  See 6.2
	Shut down
	
	
	

	
	
	
	
	

	INFRASTRUCTURE 6.2
	Dismantle
	
	
	

	                         
	Return
	
	
	

	MARQUEES/TENTS
	Dismantle
	
	
	

	
	Return
	
	
	

	DÉCOR/THEME LINKED
	Remove/Pack
	
	
	

	
	Label/return
	
	
	

	Floral Displays
	Dismantle
	
	
	

	Table Covers
	Pack/label &
	
	
	

	Tablecloths/Napkins
	return
	
	
	

	Uniforms 
	Clean/Dirties
	
	
	

	STANDS/STALLS
	Clear/return
	
	
	

	
	
	
	
	

	SOUND SYSTEMS
	Dismantled
	
	
	

	
	Returned
	
	
	

	SANITARY FACILITIES
	
	
	
	

	Catering toilets only
	Cleaned
	
	
	

	Wash Hand Basin
	Disconnect
	
	
	

	Soap/towels/paper
	Pack/return
	
	
	

	Toilet rolls
	Pack/return
	
	
	

	Portaloos
	Emptied
	
	
	

	Waste Disposal
	LA remove
	
	
	

	Litter Bins
	LA/disinfect
	
	
	

	Empties/cans/bottles
	LA remove
	
	
	

	
	
	
	
	

	FIRST AID CATERING 
	Dismantle
	
	
	

	
	/return
	
	
	

	
	
	
	
	

	FIRE EQUIPMENT- 6.6.1
	Dismantle
	
	
	

	
	/return
	
	
	

	TELECOMMUNICATION
	Disconnect
	
	
	

	
	Return
	
	
	

	EMERGENCY EQUIPMENT
	Remove/clear
	
	
	


Cont…

CATERING AND MERCHANDISING – Close down

	Timeline
	 Task
	Date
	By Whom
	Confirmed

	SPECIAL FACILITIES
	Clear/return
	
	
	

	
	
	
	
	

	
	
	
	
	

	SECURITY
	Dismantle
	
	
	

	
	
	
	
	

	STORAGE & RESERVES
	Inventory
	
	
	

	Refrigerators
	Clean/Clear
	
	
	

	Coolers/Ice Machine
	Clean/Clear
	
	
	

	Food Stocks
	Return/label
	
	
	

	Bar Stocks
	List/Return
	
	
	

	
	
	
	
	

	
	
	
	
	

	SMALL EQUIPMENT
	Inventory
	
	
	

	Crockery/china/glass
	Pack/label/
	
	
	

	Disposables
	Return
	
	
	

	Menu Boards
	Clean/return
	
	
	

	Cash Tills
	Clear/return
	
	
	

	Computers
	Clear/return
	
	
	

	Merchandise stocks
	Label/return
	
	
	

	Bar equipment
	Return
	
	
	

	Bar stocks
	List/return
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