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Concessions Check List
 
Pre-Show 
☐ Stock Candy & Drinks
☐ Turn lights on in the lobby (if they aren’t on already)
☐ Set Concession Stand stanchions out
☐ Check the lobby and restroom trash
☐ Set-up Candy/ Snack Rack
☐ Set-up Drink Samples
☐ Check restrooms and ensure that they are clean and stocked. 
☐ Turn on Digital Signage (TV)
☐ Begin popping popcorn ~30 minutes prior to house open.
☐ Set up programs on program table
☐ Get startup from Theatre Manager (or Manager on Duty), count start up and put in drawer
☐ Open drawer on PurplePass

Show Begins 
☐ Clean up popcorn on floors and surfaces
☐ Wipe down counters
☐ Restock all snack/candy/drink items as needed
☐ Pop more popcorn as needed (if there is an intermission)
☐ Prepare for intermission
☐ Recheck all restrooms well before intermission and ensure that they are clean and stocked.   
☐ Check all lobby trash cans, take out trash and change trash bag if full.
☐ Make sure carpeted area of the lobby is vacuumed of popcorn and detritus if needed. 
 
Intermission 
☐   Intermission will last between 10 and 15 minutes depending on the size of the house.  
 
2nd Act 
☐  Begin Shutting down concession stands 10 minutes into the 2nd act or as directed by MOD.
☐ Check all restrooms, make sure Lobby is clean for Exit Greeting
☐ Wipe down all surfaces
☐ Vacuum
☐ Count money & fill out a till sheet
☐ Turn money into Box Office
☐ Take candy and rack to concession storage
☐ Put away example drinks
☐ Check trash levels and take out lobby trash
☐ Sign-out, once cleared with MOD.
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