
NOTE: We appreciate your responsible use of the clubhouse and welcome your feedback.  However, please note that refusal by a resident to sign this 

form does not prevent Amberly Master POA from pursuing recovery for items listed. 
Updated 12.31.15 

 

 

 

 

POST-EVENT INSPECTION CHECKLIST 
This checklist is required upon termination of any event or reservation, prior to departure.  Any concerns should be submitted in writing to clubhouse 

management no later than 48 hours after the event, but in all cases this list must be signed to acknowledge the inspection.   

 

Date of Event: ______________________________________  Room(s) Inspected: _________________________________ 

 

Initial each item to indicate the task has been completed (as applicable) for the area / room(s) reserved: 

 

CLEAN 

 Pick up excess debris from floors/area used by your party.  

 Bag all trash & dispose of it in the dumpster located in the rear of the parking lot and behind the facility. 

 Sweep the floors and remove large debris/trash from carpet.  

 Check for any stains, spills or excessive debris. (ie. Glitter, crumbs etc.)  

 Wipe down all sinks, tables, counter tops and cabinets.  

 Wipe out any spills in the refrigerator, microwave, cabinets, floor, etc. 

 Ensure all walls of the room are in good condition, free of scuff marks, dents, chipped paint etc.  

 Ensure that all furniture is clean and without damage. 

 

REMOVE 

 Remove all balloons and decorations.  Nothing, including tape, shall be left on the walls, windows, hanging, etc. 

 Remove all food & personal belongings from refrigerator and/or cabinets and drawers. 

 

TURN OFF 

 Ensure all lights are turned off 

 Ensure all doors and windows are locked as appropriate. 

 AV Equipment (including TV, stereo, DVD/Blu-ray, etc) as appropriate via remote control or appropriate means 

 Was the TV used? If so, is it turned off? 

 

OTHER (Yes or No)  

 Did the event end on time as specified in the rental agreement? Time specified in rental agreement: ________ 

 Are restrooms, parking lots, and any other areas accessed by the guests intact and free of debris? 

 Has all furniture been returned to its original location and position?     

 Are tables and chairs sturdy, not propped up by other items? 

 Are all audio-visual equipment belonging to Amberly still intact and functional? 

 Did guests stay within the designated rental areas?  

 Were the responsible party and guests cooperative with requests or direction from staff, including pre-event requirements? 

 Were there observances of loud noises or of disruptive behavior? 

 Was there any sign of any smoking? 

Staff Comments (if any): 

 

 

Resident Comments (if any): 

 

 
This inspection was completed at the end of the event indicated above.  All relevant observations and documentation has been made, including 

photos if necessary.  Management contacts are available for residents desiring to share additional comments. 

 

_____________________________________  _____________________________________ 

Staff Member Signature        Print Name 

 

 

_____________________________________  _____________________________________ 

Resident/Responsible Party Signature      Print Name 


