
the Pearl Events Center 

Venue Rental Check-In Checklist 

Renter Name: _________________________________ 

Event Date: ___________________________________ 

Time of Access: _______________________________ 

Venue Contact: _______________________________ 

 

Main Venue Room 
●​ ☐ Floors are clean and clear of debris 
●​ ☐ Lighting is functional (including dimmers if available) 
●​ ☐ Tables and chairs are set up as requested 
●​ ☐ A/V equipment is present and working (if applicable) 
●​ ☐ Heating/cooling systems are functioning properly (68 degrees at time of event start) 

Kitchen Area 
●​ ☐ All appliances (fridge, cooler, microwave, ice machine, etc.) are working 
●​ ☐ Surfaces are clean and sanitized 
●​ ☐ Trash bins are empty with liners 
●​ ☐ Access to water and power confirmed 
●​ ☐ No leftover food or supplies from previous events 

Open Beverage Bar 
●​ ☐ Bar area is clean  
●​ ☐ Ice machine or cooler available and working 
●​ ☐ Sinks and water supply are functional 
●​ ☐ Necessary permits/licenses displayed (if required) 
●​ ☐ Glassware clean or disposables accounted for 

Restrooms 
●​ ☐ Restrooms are clean and stocked (toilet paper, soap, towels) 
●​ ☐ Lights and ventilation fans are working 
●​ ☐ Trash bins are empty 
●​ ☐ Doors and locks function properly 

Exterior Patio 
●​ ☐ Furniture is clean and arranged appropriately 
●​ ☐ Lighting is functional 



●​ ☐ No loose debris or trip hazards 
●​ ☐ Access paths are clear and safe 

Parking Lot & Grounds 
●​ ☐ Lot is clean and free of garbage and obstructions 
●​ ☐ Lighting is functional (dusk automatic) 

General Access & Safety 
●​ ☐ All keys, codes, or access instructions provided 
●​ ☐ Emergency exits are accessible and marked 
●​ ☐ Fire extinguishers and first aid kit available 
●​ ☐ Contact info for emergencies or issues provided 

 

Initial Walkthrough Notes or Concerns: 
_________________________________________________________________________________________________________ 

_________________________________________________________________________________________________________ 

 

Renter Electronic Signature: ______________________________________ 

 

Venue Rep Electronic Signature: __________________________________ 
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