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Description automatically generated]SECURITY DEPARTMENT PROCEDURE
Opening - Administration Entry Lobby 
Non-Event Day

ENTERTAINMENT OPERATIONS	STANDARD OPERATING PROCEDURE
Venue Name Here		Procedure Name Here
Function/Purpose
This document details the action steps the Security Department will take on non-event days as part of the opening of the lobby to the Administration Entry on non-event days.
Opening Procedure 
1. Security guard assigned to Administration Entry lobby to pick up ADMIN ENTRY key ring from Venue Security Office and proceed to the Administration Entry lobby.
2. Conduct inspection of lobby and note any trash, damage, items missing, etc. Document lobby inspection on report form.
3. Turn all lights on.
4. Move security desk into position by the entry door.
5. Unlock the entry door.
6. Place the WELCOME sign outside the entry door.
7. Call the Venue Security Office and report that the Administration Entry Lobby is open.


- END OF PROCEDURE -
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