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Daily Information Report

Day/Date:      

Manager(s) On Duty:      
Time In/Out:      
Building Traffic:      
Housekeeping/Set-Ups (ex. Special Cleaning, Set-Ups, Special Cleaning, etc.)
1.      
      
Maintenance (ex. Painting Needed, Leaking Faucets, Doorknob Broken, etc.) 
1.      
Retail/Service Areas (ex. Z-Outs, Money Deposited, Change Machine Issues, etc.)
1.      
Scheduling (ex. Scheduling Conflicts, No Shows, Problems with a Reservation, etc.)
1.      
      

Security (ex. Unsecured Rooms, Suspicious Persons, Closing List, etc.)
1.      
Staffing (ex. Professional and Student Staff No-Shows, Substitutions, etc.)
1.      
Technical (ex. Audio-Visual Support, Computer Lab, Equipment Reports, etc.) 
1.      
Comments/F.Y.I. (ex. Additional Information From Your Shift, Elaboration, etc.)
1.      






