
 

 

Task List Name 
Empty all trash cans and take out to the dumpster on opposite Mondays of cleaning 
service 

 

Make sure both bathrooms are stocked with toilet paper, paper towels and soap 
 

Clean refrigerator both inside and out 
 

Empty all water buckets at least once a week 
 

Thoroughly wash and wipe down worktables-wheel room 
 

Thoroughly wash and wipe down worktables-hand-building room 
 

Wipe down windows, walls and doors 
 

Sweep floors in wheel room 
 

Sweep floors in hand-building room 
 

Sweep floor in glaze room 
 

Wash studio towels 
 

Wipe down glaze buckets, jars and carts 
 

Organize underglaze and stroke & coats 
 

Organize molds, forms and canvas in hand-building room 
 

Copy, cut and restock glaze slips 
 

Take recycle items to recycle center 
 

Break down and recycle excess cardboard boxes 
 

Clean sink trap  
Keep brushes for wax and glaze clean and in their respective areas  
Clean and sand kiln shelves   
Paint kiln wash on kiln shelves  
Website maintenance and updates  
Phone & email inquiries  
Cookies--make and coat with kiln wash. Discard when needed  
HVAC quarterly visits.  Schedule appts and be in studio for service call  
December holiday sale--set up/take down rooms  
December holiday sale--set up/take down signs 

 

December holiday sale--organize snacks 
 

December holiday sale--flyer 
 

Humane Society lead--oversee making, glazing, packing, forms, pick up 
 

Empty Bowls lead--oversee making, glazing, packing and pick up 
 

Zen Brochure updates 
 

Look for additional charitable activities 
 

Increase social media presence, especially for classes and sales  
 

Finances (dues, banking, pay bills, taxes, 1099 for teachers, etc.)  
Birthday texts  
Kiln committee lead: train loaders, unloaders  
PRIORITY-kiln committee loaders needed!  
Glaze committee lead  
Glaze committee members  
Organize teachers/classes  
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