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Date ____________________


___________________________________:


1. Your Yacht Club reservation has been approved for______________________, 201___.

2. Security has been arranged with (security firm)_____________________.   The security officer will be on site from ____________________ to ________________.  
Contact phone: ___________________________  

3. The on-call Sovereign &Jacobs staff member for Marina San Pablo is Grafton M. Biddle.  He can be reached at 904-461-5556. Please follow the prompts for Marina San Pablo.

4. The door code for the Yacht Club should be the one you use to enter the tower to your unit. 

5. The air conditioning control for the Yacht Club is pre-programmed for 72 degrees and is on an automatic over-ride at various time intervals. 

If you need to adjust the room temperature, the thermostat is located across from the front doors on the corner of the wall, to the left. There are arrow up and arrow down buttons. You press the corresponding button with your temperature needs and there is a digital display on the thermostat to the left of the buttons. When you look at the thermostat it will reflect the current room temperature, and as you press the up or down arrow the numbers will change on the display to a higher or lower number.

6. The vacuum and broom will be located _________________________________________.

7. Please take all trash to the main dumpster, located in the enclosure outside of garage door P1. 

8. Reminder: All other rules and requirements agreed to in Yacht Club Usage Contract are an addendum to this letter.

We hope you enjoy your event.

Sincerely,


Sovereign – Jacobs Property Management Companies

Marina San Pablo
Yacht Club Event Cleaning Checklist

	CLUB HOUSE
	    Check

	
	

	Furniture is straightened and in original position
	

	All tables wiped down
	

	Carpets vacuumed
	

	Remove trash and dispose of in the outside dumpster
	

	Fireplace turned off
	

	All audio -visual equipment turned off remotes placed in cabinet
(TV Cable, DVD, Radio)
	

	Turn off all lights
	

	KITCHEN
	

	Empty refrigerator and cabinets of perishable food
	

	Wipe out refrigerator, counters, microwave & stove
	

	Run garbage disposal
	

	Sweep & mop floors
	

	Remove trash and dispose of in outside dumpster
	

	Turn off all lights
	

	RESTROOMS
	

	All toilets flushed
	

	All trash in receptacles
	

	Wipe down counters & mirrors
	

	OTHER
	

	Turn off all lights
	

	Secure all entry doors
	

	GUARD HOUSE
	

	Make sure sign has been placed back inside
	

	Toilet is flushed
	

	All lights off
	

	Floors swept
	

	All trash removed and disposed of in dumpster
	






