Provided by the Longview Chamber of Commerce (Texas)

FRONT DESK ROUTINE & PROCEDURES
 Evening Routine:
· Lock the front doors (set alarm if necessary)
· Turn off the lights including board room, kitchen, hallways, and lobby
· Lock the workroom and turn lights off
· Turn off the TVs (one behind the front desk and one in the hall with the Business Solutions Center)
· Wash coffee pot. 
· Lock dungeon door


