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Bir ofis acmak icin kontrol listesi/Checklist for
opening an office.

Kontrol listesine gére tim noktalari kontrol etmek ve varsa hatalar da belirtmek gerekir. It is

necessary to check all the points according to the checklist, and also indicate any faults if any.

Ofis/Office

(O Odanin isiklar agik, tim aydinlatmalar diizgtin calisiyor. The lights are on in
the room, all lighting works properly.

Bir ariza varsa daha ayrintili ¢6zim icin aciklamaya dahil edilmelidir. If there is a malfunction,

it must be included in the description for further resolution.

O sogutma ekipmani diizgin calisiyor. Refrigeration equipment is working
properly.

Icinde saklanan numunelere ve iceriklere zarar gelmesini 6nlemek icin sogutma ekipmaninin
islevselligini kontrol ediyoruz. We check the performance of refrigeration equipment to avoid

damage to samples and ingredients stored in it.

(O Klima ACIK durumdadir ve uzman servis gerektirmez. The air conditioner is
ON and does not require specialist service.

Klimanin calismasinda sorun varsa bunu belirtmeli ve bu sorunu anlatmalisiniz. If there is a
problem with the operation of the air conditioner, you must indicate it and describe this
problem.

(O Cop kutular temiz ve bos. The trash cans are clean and empty.

Cép kutularr glinlin basinda bos ve temiz olmalidir. Trash cans should be empty and clean at
the start of the day.



(O Odanin zeminleri temiz, fayanslar saglam. The floors in the room are clean,
the tiles are intact.

Calismaya baslamadan 6nce zeminler kirliyse yikamaniz gerekir. Misteriler ofise gelebildigi

icin. Before starting work, if the floors are dirty, you need to wash them. Since clients can
come to the office.

Kontrol listesi tamamlandiktan sonra eksiklikler varsa bunlar aciklanmali, yéneticiye rapor
edilmeli ve en kisa surede giderilmelidir. After completing the checklist, if there are any
shortcomings, they must be described, reported to the manager and resolved as soon as

possible.
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