
l(>DAILY TASK CHECKLIST- HANDLER DATE 

TIME TASK MONTH 

oeenin~ -- Lights and mus1c on 
~ ---------- ----- ------

Serv1ce Stations stocked and ready 
Dog drmking water ready 

------
Note any spec1al mstruct1ons for dogs 

- - ---------- -- -

6-7a Feed & medicate dogs 
-----~----~~--~-------

Sa 
---

8 lOa 

lOa 

1 ~.!?__ 

1 30-?E_ ---

_1 4Sp 

_H~alth che~_k_ ~~ardmg_ c!ogs _&_ ~oc1:1__ment 

Rest break --- --~ :===*===~~'=*=*==*===: I Move dogs to expan~__P~y Parks 

Meal penods s~~art ~ _ ----~ ---- ~-~ -~ -

-=---~~~~~~--~-~-~ _---_-__ -~=-~~-=~~~ ;::;::;::;:1 :;1 ::;::;1 ~ 
Wash down PooPee Patch I I I I I I I I 

Feedmg & Med1cat1on 

Rest breaks 

5mpty_~1r_!Y water m mm1 scrubber ~n~ ':_I':!Se contamer --~-~~-
Remove trash & dispose, place new bag m contamer 
Remove dirty laundry & take to laundry, _place new bag m conta~ner--- -

Exchange dog mfo w1th next sh1ft 

Rece1ve Boardmg & Daycare Log - know dog names 
~~-------------

Rest breaks start ~ 30p ---- --------- -- --- ~--------------

Sp _ ~eal penods start ___ ~ _ BOARDOFZONINGADJU!.TMENT 
DIStrld of Coluiiiblii - -

6-7p___ Feeding & Med1cat1on ___ -~ 1 C,...:,Q-"--
CA.liE NO.] bJ ('+-..}---

645p ----~C~o~n~s~o~hd~a~t~e~d~o~g~s~to~o~n~e~s~ld~e~-~--~==~~~-~~~ 
Thorough cleanmg of empty Play Park EXIIIBITNO. Jlf.v------

7 35p Rest break 
~~~==~~~==~~ 

7 4Sp Thorough ~leanmg of remammg Play Par,-'-k'------------· 

~- !.Q£ _____ Secure dogs, separate by s1ze and ~l!!.eerament _______ ~ __ ~ ~- 1----il--+---+--t--+---+---1 
Dogs __!~~~!d·m to Suites/Dens - place water bowl m Suite/Den 

!01?_ 

Cleanmg 

Exchan~e dog mfo w1th Watchd_9~~ ___ ~- _____________ ~~~ 

AM c~~~ll-~I':!~OWS al'!_~ c!OO!_~Ia_ss 
AM Clean doors 

AM Clean fencmg 
AM D1smfect play equipment, mclude underside 

AM/PM Dust mop and mm1 scrubber oftt:!l_ 
AM/PM Clean dog waste a~~cessa_IY__ ______ _ 
AM/PM Play Park photo shoot ready 

~M~M Check dnnkmg H20 every hour 

~~/!_~~ ~~~nfect__PC?~Pee Patch m1mm~l!l~ every hour --~--- _ 
PM Dismfect and clean Kuranda beds 
-~--- --- ~-- - -~ -~ --------- t--+---+---i--+--+---+----1 
PM Disinfect and clean ~~!;! h~u~~~ ~_9JI~----____________ t---t---;--+---+--;--+---1 
Closmg_ Cle~n egg_._~_I1~!1J;!~ eg_~ beddln[__~----
Ciosl_r:~_g _ _Q~~!_r:i_!:l~9~~ c:!__ean, dE;!tall & ~~~1f!fect l?__o~J_,_nnse & re_flll 

Clos~ Clean and~s~l!fect ~ooP~~ Patch __ ~ __ ~- _____ 1--+--t--+--+--+--+---1 
_Ciosmg Clean floor - dust mop & mm1 scrubber 

Closmg Empty dirty water m mm1 scrubber, nnse co11tamer, replug 

Closmg Restock~ se!:Y_!_C~ stat1on supphe~~- -~ ______ _ 

-~losm~emove ~~'"!Y laundry ~11<!__.e!_ace new_~~~ I !I c9ntamer 
Closmg Remove toys- goes t_o_d_l_sh_w_a_s_h_e_r ______ __ 

Closmg Remove trash and place n~~ bag m container 

9osmg_ T!_~h to dumpster ________ _ 

---- 1-~1---lf----1--+--+--+--1 

-~---~~~--+---;--t--+---+---1 

Detail ___ Mon Detail entry doors & door ha_!ldles 
~--- ---- t--+---+---;--t--+---+---1 

Tues Dust top of TV, Clean under path fence 

Wed Deta1Bervice Stat1ons -
--- ~----1----1----t----;----r---+----+----1 

fhurs Detail fiOOflng 
Fri"-DetaifpTay equipment _____ -
Sat-DetalfhOidlng areas ------------ - ~~- 1--1---lf-----1--+--+--+--1 

Sun Detail dog house,- clean under dog house--~ 
- -- --------- -- --
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7~ DAILY TASK CHECKLIST- GREETER 
TIME TASK MONTH 

O_pemng Lights, TV, and mus1c on 
---

Check Restroom cleanliness/supplies 

~omputer, prmter on, KC, em~l._re~dy f~~ c:_heck-m 
- -

U_n!oc:k_~_O?_! promptly 6 SO a - --

7~ ______ Che£~ feedmg ~ r:necl_•_<::a!•O!l compl~te, lea~~a_n _ _c:l~pbo_a_rd __ 
_clean Suites/Dens from !~-~dl!1_2_ -:._r_eady _for T~urs ______ _ 
Check vo1cemall 
Prepare Departures _____ _ 

Sa Handler Rest Break, > Expand Play Par~s 

~~ _______ -~en9mg f1le & Confirm M & Gs fo~ t~mo!r_ow, follow up 1f necess~ry 

lOa 

E.e_ __ 

_PI_!~! Exerc1se Schedules • al!!_'!"~l~ beg_m _____ _ 
_Pnnt Daycare Log & Boardmg ~()~I C_a_!!_- G1ve to Handlers _ 
Check next 7 days boardmg/courtesy call for vaccme remmders 
Meal penods start 

Prmt Feed & Med Schedule (Brdmg & DC), complete, clipboard 

Clean Suites/Dens from feedmg - ready for Tours 

Check Bo~dm~ D~partures mto Day_f~_!:_e :_Full_Day 
Rest breaks start ·----------

1 ~S_e ___ _!lnnt Day~'!~ ~og_~ ~~ar_d1~_2__R~ Call- G1ve_to H_an~ler~ _____ _ 

3p Greeter Huddle 

~ ~O_p __ 
4p 

Sp 
6p 

7 3Sp 

S-9p __ 

~leamng 

Detail 

-------------
Rest breaks start 

Pnnt Exerc1se Schedules - pm v.'alks begm 

Meal penods start ______________________ _ 

Pnnt Feed & Med Schedule (Brdlng & DC), complete, clipboard 

Clean Su1tes~~_!!_~f~~ Feedmg - ready for Tours ___ _ _____ _ 

Handler Rest Break 

F1le Locker Cards from D~parted Dogs_,---__ _ 

_Remove refngerated food fro~-D~pa_!~~ D_o-'g,__s _____ _ 

i!:!_!1_!_Amy~ _D~E_a!!_~r':_ ~c:hedul~ f~r tom?!~q_w_ _ ______ _ 
Prepare Locker Cards/Sleep & Eat Notes for tomorr~v.''S~_!n~al~----­
~r_!!l_t M & G Log, prepare M & G Forms for tomorrow 
_!'!_!_!!t_Feedmg & Med Schedule for tomorrow am 
Star_! dish~asher & laundry __________ _ 

_ Close ~l!t Re~•s!er- Submit CC Batch, Prepar~ Q_!•!'t Rec_~ts Eny~!P~ _ 
Dog stats, ema1l 
Lock front door -----------
Trash H Lounge, Recep, Mgr Office, Restroom, Break Roq__m _ _ _ _ __ _ 

AM Restock Shop - displays neat and tidy 

~M Dust St'tl~i!!_C:~U!"_t_e!s1 R~cept1on Desk,_~u~mture_ ____ _ 
AM_ Swe~p ~_f!try, parkmg lot- s•c!_~a~_ bac~ <8~--- _ 
A~___'!Ylp~ off extenor blue bench(es) <Sa-::-------- __ _ 
AM Clean entry doors and glass, check often 

AM/PM _Cha1~s_ and stools stra1ght __ __ _ ______ _ 

AM/PM Che~~xtenorJ1resentat1on every three hours for trash ____ _ 

~M/PM _Sp~ check and clean _Res!!~om once per hour, restock ____ _ 
PM Clean wmdows and doors along path & Style Bar _____ _ 

~M_<;~ean face of reception desk & ef'!try f~nce ________ _ 

Man Dust Shop displays 

!_l!!_S __ qe~n _!>a~~~~~~s/clean E_rkin~_~t ~·~ns _ _ ____ _ _ _ __ 

'!jed ~~! t9p~-~ .IY! c:lock, top of lig~~-- __ _ 
Thur W1pe wall~~_ti_L()un_!!e/~xtenor Style Bar 

_F_!! Dust tops of each pl~n_t~r_box and plants 

~at_D!_tallligh~v.'!tc~~. ~o~r han~l~~!~nobs, pulls 

~1:1n -~•pe walls ~lon~_.e'!t!'tLdo~b!e_ check _ar~u!!c!__wmdows 

DATE 

I I 

I I I I I I I 
I I I I I I 
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~ 
TASK CHECKLIST- STYLIST /BATHER 

MONTH 

Da1ly 

Closmg 

Weekly 

Monday 

Tuesday 

Tuesday 

Wednesday 

Wednesday 

Thursday 

Saturday 

Sunday 

DATE 

Openmg lights and mus1c on 

Openmg groommg tables m presentation position 

Keep storage door closed 

Note any spec1al mstruct1ons for dogs 

Clean dog waste as necessary 

Laundry 

D1smfect Suites/Dens between dirty/clean dogs 

Clean and dismfect tubs after each bath 
------

Clean and d1smfect table after each groom 

Vacuum after each groom 

W1pe ha1r off walls 

Clean door and wmdow 

Clean Style Bar wmdow (mterior) 
---~-------------- --
Clean walls 

Input grooming notes m software 
---- --------- - - - -----

Check groommg schedule for the next 5 days 
-------

Wash front grass and extenor entry (Bather) 

D1smfect tools, tubs, counters & tables 
------------ --- -

Empty hair trap m tubs 

Polish stamless steel 

Treat all tub drams when fimshed w1th tub cleanmg 

Vacuum ent1re Style Bar area- Remove all ha1r 

- ------- ~--~---+--~----+---~---r--~ 

- - - - ---- ---- ---------
Check shelves, drawers and behind objects for ha1r • remove 

---------- ---- 1---f----11----1---t--+--+---l 
Clean dog dryer filters 

Empty vacuum canister and clean filter 
----------

Empty clipper vacuum and clean filter 

Refill all supplies and shampoos ___:_ ______ _ 
Remove trash/new bag 

-----------------------
SOiled mops, dusters, rags to laundry 

Groommg tables 1n presentation position 

Deta1l light sw1tches, door handles, knobs, pulls 

Check supplies & report low 1tems to Greeter 

Deta1l tubs, backwash HydroSurge 
-"-------

Dust top of walls, clocks, washer/dryer, a1r vents 

Tornado Power Central Vac • All Hoses 

D1smfect walls m Style Bar 

Clean storage closet 

Detail dog dryers, clipper vac, vacuum 
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~DAILY TASK CHECKLIST- WATCHDOG! 

FREQUENCY 

Dally 

Weekly 

Monday 

TASK MONTH 

Exchange dog rnfo w1th evemng Handler 
- --- - ---------- --- ----

Chill mus1c on at all t1mes 
-- -----~--------~--- ----

Dogs safe, secure and d1v1ded by s1ze and temperament 
-- ----- ---

QuJetly check on dogs every h2.Y.r/clean excrement 
------ - --

Note any spec1al mstruct1ons for dogs 
- -----

Lights d1m where poss1ble 
- - ---------- --- --- ------

Work as qu1etly as poss1ble to not d1sturb dogs 
---- -- - - ---------- -- - ----- -- -
Clean washing machme around black nm - remove all ha1r 
----- ---
Laundry and put away clean 

- --------
Clean d1shes and utmslls and put away 
- - ---- ----------- - - - --------- --
Check SUites/Dens and clean beds, walls, glass, floor 

---- --- -~- - -
D1smfect Sleep & Eat walls 

Clean Sleep & Eat Island cabmetry, counter and sink 

Clean Sleep & Eat lockers - extenor and mtenor 
------- - ---- - -- - -------
D1smfect all walls m Play Park 

----- - ----- ----- --- - ----
Clean PooPee Patches 

-- ---- -------- - ---
Clean bathroom to1let, smk, mirror, pohsh stamless steel 

- - -
Vacuum Path, H Lounge, Reception Area, Office, TM Break Room 
--- ---- ---------- ---- -- -

Clean thresholds along path/space under fencmg along path 
------ - -- - - - - - --

Clean Sleep & Eat floors w1th mini scrubber 
--

Clean Bathroom floor(s) With mini scrubber 

Hand clean all floor edging where mm1 scrubber can't reach 
- - -----

Clean mm1 scrubber machine and replug 
--- -------

Walk through and clean any area left d1rty 

Restock bathroom tOJiet paper, towels, and seat cover 
- ------ - --- ------

Check all trash/laundry containers - trash empty, new bag 
- - - - ----- - -- - ----- -- -

Set up each SUJte/Den - photo ready 
----------------- ---- -- -------- -- -
Set up each Play Park - photo ready 

Exchange dog mfo With mornmg Handler 

Detail washer/dryer, dishwasher, refngerator & m1 crowave 
- ---

Monday Treat drains w/Orange Plus 
----------------------

Monday Dust tops of walls and any high dust 
------

Tuesday Detail restroom, Clean Path w/carpet cleaner 
----------

Wednesday Clean all storage closets and dust top of lockers 
- - - - --- - -

Thursday Dust and clean TM breakroom and TM appliances 
--------------- -- --

Thursday Treat drains w/Orange Plus 
-'------ ---- --

Fnday Detail clean under 1sland smk/Ciean Path & grass w /carpet cleaner 
-- ------- -

Saturday Move Dens, clean floor under, dust top, vacuum Po oPee Patch grass 
- ------ -- -- - - ---

Sunday Refill all cleanmg dispensers and bottles through o ut Club 
---- ----
Sunday Wash all leashes 

Monthly 

DATE 

-i~~---~-l~~h~;,~f~;~~~~~~------------~---- ~1 I I I I I 
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!f:;_ 
~DAILY TASK CHECKLIST· GENERAL MANAGER/LEAD 

MONTH 'I - .. 1-.-----,---..--r---..----, 
Da1ly 

Walk through & address 1ssues 
~------- - -- - -- --------- -- -----~~ 

Check Ema1l & VM 
--- --------

Plan & execute TM breaks 
- --

Rev1ew dashboard & stats 
------

Rev1ew today's sales & update sales contest 
~- - --- - -- -- --- ---- - - - - ---- -
Rev1ew Lead Log 
- - - ~ --- ---~ -----~ - -

Set plan & execute Potential Member follow up calls 
-- - ------ -~ --

Rev1ew new Member files and 1n1t1al 
--- -

Rev1ew open mvo1ces and correct 
---------- -- --- ------ -

Rev1ew dog schedules for today and the next 7 days 
- --------- ----- -- - ---------- --- - ----
Rev1ew Dog Feed/Med1cat1on/Exerc1se schedules and 1n1t1al 
~ -- - -- -- -- - ---
Review Dog Boarding Cards from prev1ous day and 1n1t1al 

-- -
Review Dog Watch L1st & gather feedback 
------- -~- - ------ ~- - -- - ~ 

Review Dally Task Checklists & address any 1ssues 
--- ----- ---- -- ---
Aud1t yesterdays work 

Prepare Huddle 
-----
3 00 Greeter Huddle 
- ~-- - - ~-
Team Member trammg 

---- - ---- -- --- - ---
Evaluate staffing level, send TM home 1f appropnate 

Weekly 

Monday Payroll, Clea n office, FedEx to HQ 
--- -

Tuesday Check Supp ly lnv, Time Cards 
.. ----

Wednesday Order suppl 1es, T1me Cards 

Wednesday New Membe r Welcome Call, T1me Cards 
---------

Wednesday Career Fa1r 

Thursday 

Fnday 

Outreach 

Wh1te glove 
-----------

Sat ReviewT1me 
-~---------

--

--- - -- -

--------
walk through- mtenor/extenor 

Cards 
---

Sun 

Monthly 

Mml Scrubb er Mamtenance 
-- - - - ----- ----

1st Scent A1r repl acement 
----------
1 st Check Perf Ev al Due Dates 

-----

-

--

- ----

-

-

2nd 

7th 

14th 

16th 

25th 

30th 

Rev1ew prev1o us month checklist, address, file 
--- -- - -- -------- - --- ----

Defrost freez er- m1d week 
--- - ---- --------~ --- ----

Plan event & execute 
---------- -

Scent A1r rep! acement 
-- ------ -------- - - - --

Vmegar WysNo/ ash San1t1zer 
--- - ------ -- --

Set up new C heckllsts for new month 
------ - - - ---------

Dog water f1lters 

HVAC preventative mamtenance 
- - - - -- ---- - -- -- -

Quarterly 

Jan/Apr/Jui/Oct 

Jan/Apr/Jui/Oct 

Jan/ Apr/Jui/Oct Replace Wax1e a1r freshener (planters/bathrooms) 

Jan/ Apr/Jui/Oct 

May/Nov 

Safety Trammg 

Dog Handling Trainmg 

Plumber to Snake the P1pes 

-
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