CLOSING SEQUENCE CHECKLIST

The last person out is to complete the following:

 Forward email or voice mail urgent messages to Walter.

 Back up all computers and take home data disk/ZIP/CD.

 Turn off copier.

 Turn off and clean coffee machine.

 Turn off and lock postal machine.

 Reception area cleaned.

 Conference room cleaned.

 All mail metered and taken to the post office on the way home.

 Computers left on so that the automatic utilities will run.

 Voice mail on.

 Turn off air conditioner or heater or let the programmed thermostat do its job.

 Put “on hold” music on pause.

 Close all blinds.

 Turn all lights off.

 Turn off the copier.

 Lock all exit doors.

 Turn on alarm.

