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Coworking Space Daily Operations Checklist

Daily Operations

DATE

WORKSPACES

LOCATION

COMMUNITY HOST

D Hot desks clean and clear
D Dedicated desks undisturbed
D Chairs at correct height and functional

D Power outlets working at all desks

MEETING ROOMS & AV

000 O

Monitors clean and cables available

Phone booths clean and ventilated
Quiet zone signage visible

Temperature comfortable

D All meeting rooms unlocked and clean
D Whiteboards cleaned and markers working

D Video conferencing systems tested

KITCHEN & COMMON AREAS

000

HDMI and USB-C cables at each screen
Booking system displaying correctly

Chairs in place — table clear

D Coffee machine stocked and clean
D Milk and alternative milks fresh
D Tea, sugar, and snack supplies stocked

D Dishwasher emptied or run

TECHNOLOGY & ADMIN

0000

Counters and sink clean
Fridge — expired items removed Fridays
Common area sofa and lounge tidy

Plants watered and healthy

D WiFi speed tested — meets SLA
D Printers loaded with paper and toner
D Access control system working

D Security cameras operational

CLEANING & FACILITIES

O D000

Mail and packages sorted for members
Events board or screen updated

New member tours scheduled today

Community newsletter or announcements posted

D Floors vacuumed or mopped
D Restrooms clean and stocked

D Bins emptied

SIGN-OFF

000

Exterior entrance clean
Signage and wayfinding visible

Emergency exits clear

Issues found

Community host signature

Notes

Go digital with Miratag

Skip the paper — fill checklists faster on the Miratag mobile app. Add photos, videos, notes and signatures. Track compliance in real time. Start free at miratag.com
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