Closing the office:   
1. Turn on Voice mail -  do this for each of the first 4  lines

- Dial 72#781.416.6698, wait for message to start playing, then hang up. 
2. Turn off computers.
3. Turn off all lights (including bathroom light and fan), entranceway lights, and lights to back door downstairs. If you are leaving through the front door be sure to check the downstairs light as well
4. In the summer, turn off A/C or shut any open windows.

5. CLOSE AND LOCK THE FRONT DOOR
As a reminder:  the front door is to be locked ANY TIME you are the last one out, no matter what time of day it is and no matter if you are only going to be out for two minutes.



If you are the last one out and do not lock the door, you will loose your keys to the office.


2nd offense = $500 fine. 3rd = $1000, etc…

Opening the office

See closing office procedures, do the opposite. 

Take in any mail off of the front steps


Be sure the sign on front door says “OPEN” and that it is unlocked

For voicemail, simply press 73#, wait for beeps, then hang up, done for each of first four lines.
