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Cleaning Schedule

- Daily

- Weekly )
Motthly (Week [, Week 2, Week 3)
- Every six months (April, October)

Mairtenance Scheduie
- Check every month
- Check every three nionths (March, June, September, December)
- Check every six moenths {Apni, October)
Bedroom cleanming
Bathroom cleaning
Lavndry and dry cleaning
Office Supplies
Matl and Deliveries
Resetting the Telephone
Serving Breakfost
Standby duties
Emergency procedures

Supplement: Contact Telephone Numbers

i
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INTRODUCTHION

This manual is designed to give you the proper guidance and assistance to perfonn
your duties o the best of your ability, while ensuring a consistentty high level of service.

! Ciathering as much information as possible will help vou with the dav to dav running of
N the home.

By using your conununications skills - listening and observing, you wili be
abls to anticipate the needs of Mr Epstein, Ms Maxwell and their guests.

Checklists will assist you in making sure that all tasks have been completed and that
not even the soallest defails have been overooked.
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GROOMING & GUEST RELATIHONS

Appearance is cxtremely imporiant if high standards are ro be maintained. A faverabic
first impression goee a long way, Personal cleanliness, good presentation, and a genuine
and polite “aim to please™ approach are very important.

*  Try and anticipate the nceds of Mr Epstein, Ms Maxwell and their guests,

*  Make guests feel pampered and welcome.

»  Ahvavs address guest by their name, {eg. Mr Smith or Ms Smith)

* Do not discuss persunal problems with guests

* Becautious of voice levels and notse while working 10 rooms, kitchen and
hallways.

*  Unobtrugiveisthe key.

*  Remember that vou see nothing, hear notlnng, sav nothing, éxcept to answer a
question directed at you. Respect their privacy,

*  Use your Judgment when conveying imformaton to Mr Epstem. 11 the maner 15
not urgent, fzave a note for hitn, clearly stating what it is you need to know.

¢ Wear the appropriaze clothing while Mr Epstein, Ms Maxwell and ther puests are
i residence. Dark blue trousers with white golf shirts 1o be worn daily, long
sleave white shirts for dhuner service.

»  Trems m pockets must not create o bulge or be visible,

* Do pot address Mr Epstein, Ms Maxwell and their guests with vour hands in your
pockets.

* Do onobeat or drink in frond of Mr Epstem, Mg Maxwell and their guests. T o not
chew gum,

*  Whet you are altending 1o Mr Epstein, Ms Mazxwell and their guests, cellular
phones muost be placed on “vibrate.” At no time should these phones “ring.”

*  Avoid using strong perfutne or aftiershave Jotion. This could cause an allergic
reaction.

»  Channel all questions and concerns thr ough the Estate Manager.

= SMILE!
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PROPER LANGUAGE

What you say is as mnportant as whal vou do. Your fanpaapy st iclude good diction and
exclude swear words and slang. Pay attention to how vou speak 10 Mr Epstein, Ms Maswell

and their zuests.

You do not say:

“Yeah”
*Sure”

“Ne problem”
Y ha
“Cyatcha”
\(Rjg%i[w‘

“1 dumno”

You do say:

"Yes, Mr "

“OF course, Ms “‘

“My pleasure™

“Tt is no trouble at ali”

“With pleasure”

“I would be very pleased to”

“You are quite right™

“I have no rdea, but Twill find out tnmediately”

To a compliment you say:

“You are very kind”

“Thank, vou, Ms - Tenjoy domng it.”

To a justified criticism ar mistake yon say:

“I am very sorry; it will not happen again.”

“It was completely my fauit; I will make the changes irnmediately.”

To a guest you say;

“If I can be of any additional assistance, please let me know.”
“Is there anything else that vou might need.”
“[am very pleased that vou enjoyed vour stay, Mr
STt was lovely to see you again, Mrs N

27142003
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What to say when entering a room:

"May I eome n”

What to say after cncering the reom:
Greet Mr Epstein, Ms Maxwell. and /or their puests, “Good Moming, Mr

You do not expound on the weather or any other sulvect, unless asked. You have nodea
how they are feehing,

You provide your senvice, then ask, “Is there anything efse | nught do for vou.” apd 1f not,
leavs the room.

271472005 6
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ANSWERING THE TELEPHONE

How vou answey the telephone will leave a fong-lasting impression on all those who call. [t
immediately tells the caller the service standard. When vou answer the phone, the quality of
your voice 18 of utnost nnportanice. The person on the ofhier end of the line cannot sec your
expression or pestures, so any impression that parson receives depends entirely on your
voice, Speak clearly and disunctly, Do ot slamy dows the recedver af any time!

*  Allcalls should be answered m three nings or [ess,

= Ifthe mcoming line 1s one of Mr Epstein’s or Ms Maxwell's, answer as foilows:

“Cood moming / afternoon / evening, Epstein / Maxwell residence.

* If Mr Epstein or Ms Maxwall have advised th at they do not wish to receive any calls,
vou are to reply as followy

“Mr Epstein / Ms Maxwell s not available, Ma y T rake & inessape?™

Complete a phone message slip with the following information: Name {spetlt
correcily), date and time of cali, telephane number inclhading the area code.

Place the message on the pantry countertop if it is for Mr Epstein, and for M
Maxwell, on her desk.

* If Mr Epstein and Ms Maxwell choose to recerve a call, you are (o reply as follows:
“May 1 ask who 1s calling”? Just a moment pleage”
Ring the extension where they are located and advise them who 1s caliing.

*  There iz a “Do Not Disturl” sething on the telephone system. This option is to be set
as directed in the pre-arrival check off hist.

= Telephone directories are to be updated every six months, or as the new tel ephone
directories are avajlable.

A copy of Mr Epstetn and Ms Maxwell's telephone directories must be placed to the
right of each 1elephone (except for the Guestrooms).

*  Always check that there are notepads and pens. These must be placed fo the nght of
each telephone,

*  Aparofreading glasses must be placed i front of ench telephone (except for the
(ruestranms).

*  An extension card must be placed und er the front of each tefephone.

2/14/2005 7
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»  Unless atherwise mstructed, NEVER (hisclose M Fpecin or M MavwelF e activitey
or whergabouts to wnyone, 1 the caller o msixtent. you simply ask o ek s message,
a tne and a number, where e caller csn be reached. Donot be buibied and do oo
show any reaction or impatence, simply be firm.

«  Advize Ms Maxwell of any strange telephone calls or nquines.

*  Advige Ms Maxwell of any unusuat behavior, suchs as strangers lurking around the
vicinity of the property.

* Entrance gates to the property must remain closed when My Epstein is not in
residence. M

*  The security of the house and of Mr Epstein, Ms Maxwell and their guests, is
your first consideration and should be uppermaost in yOUur consciousness.

271472005 ]
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PRE-ARRIVAL INFORMATION GATHERING

Thas 13 all the inforation necessary o meel the needs of Mr Epstemn, Ms Maxwell wne thewr
guests, IT possible, this should be done 24 bours p rior 1o aveival.

= Obtain 2 list of all guests who will be joinmg Mr Epstaim and Ms Maxwell.
= Confim ravel 1terary.

*  Ask about any speeial requests or dictary requirements.

*  Ask about any gifts that Mr Epstein may want placed m the guestrooms.

GUEST FICK-UP AND DROP-OFF

All guests should have a staff member waiting for them at the appropriate terrminal pate.

* Double check arnival information.

*  Always have a written copy of the puest’s travel itinerary ([hght arrival times, eic} on
hand.

=  (Check the number of people in the pa.rtjyto mnsure lh'lt the vehicle can accommodate
all ammving guests.

* If yvou are unfamiliar with the guest, prepare a sign ;ln&r!y stating the guest’s name,

*  Welcoms guest by name.

*  Advise guest of your name.

*  (Offerto carry any lupgage that guest may have with them,

' Escort guest to lugpage pickup area 1T necessary, gather Juggage and escort guest 10
vehicle.

= Advisc guest on travel time. Provide demographics on the area.

*  Kecp conversation 1o 3 minimurm.

*  When you are driving Mr Epstein or Ms Maxwell, keep vour hands on the wheel.
Your celtular phones should be placed o “vibrate.” At no tine should vou answer
private calls.

ESCORTING GUESTS TO THEIR ROOM

*  Upon arrival, gather guest’s belongings and escort to pre-assigned room.

* Inqure from guest where they would hke their luggage and place 1t appropnately.
*  Offertounpack luggage,

* Show guest how to use the telephone.

*  Show guest how to use the remote control Tor the tetevision,

*  Ask guest to complete “Emergency contact information™ form and rewum to vou.

*  Ask guestif they have any food allergies.

»  Ask guest what they would like to be served for breakfast and at what time.

*  Tell guest to enjoy thewr stay and let them know how you can be reached.

211472005 9
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PRE-ARRIVAL PREPARATIONS

CHECK OFF LIST

MASTER BEDROOM

I

]

il

[

L

DATE: SIGNATURE:

AC is set at 60 degrees.

Al hglit fixtores are working

Shuners must be closed.

Remote controls for the teievision are working.

Telephones are on “Do not dismurh.”

JE and GM telephone directories placed o right of Icicpllc;n&.
Telephone extension cord placed under front of telephone.
Alarm ¢lock must be set 1o the correct n:mc gnd date.

Two lighted pens on both bedside tables.

Regular pens on both bedside tables,

Jeffrey Epstein large and small notepads on both bedside tables.
Reading giasses on both bedswle rables.

Eve mashks on both badside tables.

Box of tissues on each bedside table (Replace if less than [/3)
Fiashlight with new bartenes.

Bottled water and drinking glasses on both bedside tables.

Gun placedd m beside table drawer.

21472005
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MASTER BATHROOM

g Cheack that water s hot and runs clear,

b Fresh buar of soap placed 10 the right o 1e washbasm,

2 Two fresh facecloths on the washbasin and two in the shower,
71 Eleotrie toothbrash (Replace head evary 4 weeks).

New taathbrush placad 1o g clean drinking glass to the jeft of the washbasin.
0 Toathpaste 15 more than 14 full.

T Mouthwash.

~ Razer and shaving cream (mmore than ¥ full).

Electric razor plugged in and chayped.

J Tissues (replace 1f less than 4k

J Q-Tps

Round cotton pads.

o

3

Clean all fixtures, shower and steam room.

7l

New pair of exfoliating gloves in the shower,

— Tigdy ard replace any oileiries which are ronming low.

Three large blur towels and one hand towel to be ready for massage in towel room.

1 Shutters mustbe open.

DATE: SEGNATURE:
271442005 11

me1o2- S ~ccoros-000016

EFTA00075893




2/24/2026 10:27 AM FROM: TO: 02033089463 PAGE: 013 OF 059

MASTER BATHROOM TOILETRIES

CHRECK OFF LIST

o Gillette MACH 3 Razor with extra blades (change blade after every use)
4 Shaving Cream (Kieid's Clase Shavers Sguadron)
i Sverer Ovipinal Solid Deodorant

2 Lever 2004 soap

] Noxzema Plus Face Wash

O Facial moastunizers {Rieh! s Ulrg Facial Mosiurizer, Babor)

0 Aguaphor Hand Cream

3 California Mango Lat_ion |
n Bubbie bath and shewer gels {variety)

7l Shampouw / Conditioner ( Wit Rain Coconur Essence, Bioluge, Nexxus Simply Silver)

7 Harr fimshing cream (Paw! Michell Stickworks)

o Peter Thomas Rath Sunscreen {face and body) i

7 Kiehl's Lip Balm with SPF
o Q-Tips }
3 Round cotton pads :
! Toothpaste {4rm & Hammer Denraed Care and Mentadent)

D Taothbrugh (Oral B/ Hard} .

i
n Electric Toothbrush {Braus Hva Plague Remaver) :
i
I Scope mountinvash
| Dental Floss (Johuson & Johnson Reach @ Mint waxedy

7 Baby Powder (Jfofinson & Johason)

Masews Pearson Fairbrush

i1

it

Hair Comb

Tweezers !

[

il

Fingemnail clippers and file

DATE: SIGNATURE:
21472005 12
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MS MAXWELL'S BATHROOM

f.l

Two big wiite towels placed next 1o the bath,

7 Soap, shampoo und bubble bath by the side of the b,

O Check that water 1s hot and rusning clear.

0 Water must be directed to the faucet and not the sprayer on the b

Two fresh washcloths on the washbasin and two pext w the bathiub.

71 Fresh bar of svap placed to the right of the washbasin.

Electric toothbrush (Replace head every 4 weeks).

© New toothbrush placed in a clean drinking giass to the left of the washbasin.
Toothpaste is more than = full.

7 Moorhwash

O Q-Tips.

Round cotton pads.

7 Tidy and replace any toiletries which are running low.
Tissues {repluce if less than X}

"1 Unlock the closets.

£

Phatographs 1o be placed.

DATE: , . SIGNATURE:

211472008 13
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MS MAXWELL'S BATHROOM TOILETRIES

CHECK OFF LIST

9 Factai Moisturizer {(La Mer)

J Babor Foam Mask

ol Kiehl’s Cocumber Toner

£ Kiehl's Washable Cleansing Milk

o La Mer Eve Balm

| Evian Face Mist

o Clarins Creme Masvell Body Shapmp Créme

! Babor Natural Body Peeling

0 Lanedme Exfoliance Gel

0 Body Lotion (Frédéric Fekkai, Clinigue Deep Cormfort Body Moisture}
d Aquaphor Hand Cream

J Secret Original Solid Desdoran

£ Round cotton pads

n Q-Tips

J Toathbrush {Oral B/ Hard)

] Elecotric Toethbrush ( Braw: Ultra Plogue Renover)

1 Toothpaste {4 & Hammer Dental Care and Mentadeny)
J Dextal Floss {(Johnson & Johnson Reack / Mint waxed)
J Scope mouthwash

J Sunscreen (Lancdme 5oleil SPF 36 Face Creme)

a Kreh!’s Lip Balm with SPF

211472005
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Lever 20001 soup
o Bubhiz Both, Baily Gel, Bash Safts (vaneny)

0 Razor and shaving gei

L4

Sharnpoo / Conditioner (Fredéric Fekli Techniva! & Apple Cider)
3 Aqus Hair Teawel

Muason Pegrson Hair Brush

I

- Babor Hand & Nai) Repair
. Natl pelisk rernover (Curex)
0 Fingernail clippers and file
a Tweezers

N OF tampoms (hght & heavyl

DATE: SIGNATURE:

LA
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GUESTROOMS

Hint All guestrooms must appear as though the armving goest is the frst 1o ever stay i
the room.

2 Bed linen must be fresh.

O Al light fixnures are working.

Remote controls for the television are working,

T Instrustions on *How 10 work the television™ placed next (o the television.

[

Alarm clock must be set to the correct time and date,

)

Telephones are on Do not disturb.”

Telephone extenston card placed under front of telephone.

L4

Pens and Jeffrey Epsrein large and small notepads on bedside table.

i

T Ewve masks on both bedside tables.

71 Small bouguet of fresh Nowers.

5 Gifts if indicated by Mr Epstein,

~ DBottled water and dnnking glasses on bedside table.
Z Selection of fresh frat.

2 Side plate, frait krufe, napkin.

D Flashlight with new batteries,

Tt Cinsets must be cleared.  Check that there are sufficient wooden hangerts that are
hurig evenly.

DATE: SIGNATURE:
211472005 16
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GUEST BATHROOMS

[

Towels and bathrobes are fresh.

Z Fresh bar of soap and shampoeo in bathteb and showur stall,

71 Two tresh wash<loths on the washbasin and two next to the bathtub,

£ Fresh bar of soap placed to the right of the waghbasin.

T New teothhrush and roothpaste on the counter 1o the 1edt of the washbasin.
1 Clean dnnking glass.

T Tissues {replace if less thao 1)

£

Check guest supplics and replace what 13 necded.

il

Hairdrver is working.

Z Replace toilet paper with new rall. Fold end into a “¥ "

DATE: SIGNATURE:
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GUEST BATHROOMS TOILETRIES

CHECK OFF LIST

i Toathbrash (Oral B / Hard)

0 Toothpaste (Arm & Hammer Dental Care, Mentadent)
J Dental Floss (Josnson & Jabnson Reach 7 Mint waxyed)
2 Seope snouthwash

o Shaving Cream (Kiehl's, Gillesnts)

0 chick Triblude Tisposable Razors (Men & Ladies)

7 Aguaphor Hand Cream

i Facial cleansers and moisturizers (variety)

3 Round cotton pads

7 Body Lotwon (Tie Body Shop Bodv Buner, California Mongo)
3 Secret Original Solid Deodorant

0 Sunscreen {Clinigue Body & Face SPE 15 & 30)

n Lip Balin (Rieh!'s with SPF

Hewagiun Tropic After Sun

L

o Twegzers
3 Fingemnail kit

7 Hairbrush

o Comb

] Shampoo ! Conditioner (Binfage, The Boedy Stop Cocoma, Frédévic Feldui)

- Lever 2000 soap

3 Q Tips

3 Bath / Shower Gel

d Tarmpe: and OF tampons (regular), 4hways pads {with wings)

DATE: SIGNATURE:
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ALE BATHROOMS
CHECK LIST

Al bathroonis must contain the following cxura items

M Toiler paper {white t\x'o;pi}!}
3 Bath towel

2 Hand towel

] Washeloth

| Hand soap

7 Bath soap (Lever 20601

T Kieenex tissue
i Tyvieno

o Tums

| Sudafed

Hails cough swesets
Box of marches
1 Tealet brush

- Toilet plunger

DATE: : SIGNATURE:

21472003
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EXTERIOR

i

{-:»J

Lo

]

Pressure wash pool deck, sidewalks, terrace and patios,
Pressure wash outdoor fumiture,

Place cushions on peol and werrace furniure.

Have the pouol cleaned.

Check that pool water temperature is between 82 - 887F
Float in the pool is property inflated.

Pool “woys™ are clean and inoworking order.

Pool lights warking.

Towels are 111 the wooden basket.

Telephona is connectad and in wt;:rkin g arder.
Landseape lights working..

Wash windows,

Check fence for holes where Max can pet out.

Awnings ar¢ ¢lean and working.

DATE; SIGNATURE:
21472005
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THE CABANA

3 Check that computer will aceess the Jntemnet and Bloomberg,
o Place paper in the copier.

o Plénty of pens and paper.

7 Twao pairs of reading glasses on the desk.

2 Telephone directory placed to the right of the telephone.

71 Tissues (replace if less thao 15),

L1

Tidy the desk, but do not throw any papers away.

-

Stereo in working condttion,

Twyo bathrobes and towels n the bathroom.

i

 Fresh bar of soap placed to the right of the washbasin.
2 New toothbrush and toothpaste placed 1o the feft of the wazhbasin,
J Clean drmking glass.

1 Replace tolet paper with new roll. Fold end mio 2™V

Z  Buntan oif and insect repellent,

DATE: SIGNATURE:
2/14/2005 21
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VEHICLES AND BICYCLIS
vl Drive all vehicles 1o make sure thut they are in good running condition. No {lat
baiteries.

L Check that cars are full of petrol {never below 4}

O Place $100 m the glove compartment or center console of ¢ach car.

1 Vwo bottles of water,
O JEand o telephonc dircctories,

3 Reading glasses.

8 Jeffrey Epstein large and small notepads with pens.

1 Rox of tssacs,

3

Two pais of sunglasses.

7 Check that bicycles are clean and tire pressure is correct.

DATE: SIGNATURE:
21142005 »
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INTERIOR
Living Room
T Piump the cushions.
oc !;eck that stereo svstem and headphones are workimyg.
71 Clean and tidy all table top surfaces.
) Tidy up the magazines. Throw out fashion magazines aver two months eld.
o Place books that are lying around back on bookshalves.
Ms Maxwell’s Desk
T Check that the DSL computer hine is working.
T Place paper in the copier.
TV Plenty of pens sl notepads,
71 JE & GM telephone directones placed 1o the right of the telephone.
71 Tissues (replace 1f |ess thae 44).
Kitchen
= Polish marble counter tops in kitchen.
7 Empry dishwasher,
7 Check all expiration dates on food in refviperator and pastry.
3 Dish pantry must he nfgaﬂi?jedu
T INapkins cleaned and presssd for ravs.
i
2/14/2005 23
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General

3 Buy The NY Tunes, The Wall Strect tournad, Palnr Beach Pest and place m the
pantry, Buy the Duily Mail and place on Ms Maxowell's desk.

wd

Current TV Guide next to relevision,

b "How toowerk the TV mstructions next o teicvision.

1 Check thal all light bulbs are working. Dust and stratghten lampshades.

i1 Check that the water is hot and runming clear.

2 Check that all air conditioners are in working order.

3 Check that all telephones are working,

2 Flashhights on each desk and wn the kichen, Check hatteries,

2 Reading plasses, pens and notepads al every telephane.

3 Allclocks are set at the correct ime and date. (See p. 53 for instructions.)
3 All elecrical appliances and steren systems are working.

- Place hox of matches next to alf eandles,

A Dust and straiphien paintimgs.,

Staighten the fringe on all rugs. Check for stains.

I Check that ail smoke detectors are working. Check fire extinguishers.

= Clean all air vents.

= Make sure that all drapes are hanging neatly with hooks in place.

Ktationary

T Three gizes of Jeffrey Epstein notepads.

= Two sizes of Ghislaine Machf’f and Lady Ghislaine notepads.

3 Leuerhead ztationary and envelopes. One pack from each of Mr Epstemn’s
resrdences and business. Mr Epstein’s personal stationary (wiiticyg paper,
notepads, envelopes, compliment slips).

T Jeftrey Epstcin and Ghislaine Maxwell cards and envelopes.

DATE: SIGNATURE:
2142005 24
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DAILY DUFIES (IN RESIDENCE)
CHIVCK OFF LIST
Morning preparation

O Buvynewspapers.

d Check thay the petrol i all vehiches is more than % full

J 3109 1 glove compartiment or center cansole of cach velicle.

0 Replace empiv water bottles.

o Check that there are pens, notepads, telephone directones and 1ssucs.
2 Any CD’s Iving around should be placed back in the correct covers.
Pool Area

3 Check that pool temperature 35 between 82 - 88°F

4 Wipe down all outside tables and chairs,

I Place reading glasses, pens, notepads and a telephone on the pool table outside.
JE and M welephone directories placed 1o the night of the whephone,

Z  Replenush and place towel basket next to pool.

2 Check that poot “toys” are clean.

Cahana

All exercise equipment 15 put awgy.

Ld

7 Swereo is switched of £ i
-1 Empty dusthin.
i Pens, notepads and reading plasses on dusk.

21 Check that there s erough paper in the printer.

7 Tidy desk and place books neatly te one side. Do not throw away any papers.

= Replace soiled hand towels and bathrobes.

3 Check soap, toothbrush, toothpaste and clean drinking glass.

= Clean the totlet and check toilet paper.

T Replace tissues if less than Y.

]
Ln
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Kitchen

]

o

J

Make the coflee.
Wipz down the counter tops and cupboa rd doors.
Take cut the trash.

Check that Max has food and water,

Downstairs Arecas

Plump the custuons.

Remove any trash and dirty giasses.

Tidy magazmnes and replace any books on bookshelves.

Anv CD’s lymg around should be placed back mn the correet covers.

Check that there are pens, notepads and reading glasses next to sach elenhone.

Check that the telephonz extension card is placed undar the front of the tzlephone.

Replace hand towel in powder room. Clean sink snd toiler. Replenish toilet paper.

Chiack that the printers have ¢nough paper.

Once My Epstein, Ms blaxwell and guests come dewnstairs

Make breakfast.

Master Bedroom

Make up thebed with fresh bed linen.

3 Check the phones are on “Do not disturb ™
J Tidy badside tables and remove any trash and disty ylasses.
21472005
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Master Bathroom

2 Replace usedtowels.

0 Twoclean hand towels by the sink.

I Two facecloths by the gink and in the shower.

o) Three large blue towels and one band tow el on the chair far massage.
13 Clean all fixtures meluding shower and steam room.

T Replace tissues if less than %,

1 Check that there 15 enough toothpaste.

1 Clean the drinking glass.

2 Tidy alf toiletrics and replace any that are running Jow.

il Remove clothes from the hamper and laander,

[

All other ciothes and shocs should be put back 1n the closer,

Ms Maxwell’s Bathroom
7 Replace nsed towels,
5 Clean bathtub and a1l fitures.

= Replace gssues of less than 1A

]

Check that there 1 enough toothpaste.

{1

Clean the drinking glass.
3 Tidy all teileiries and replace any that are running low.

Remove clothes from the hamper and faunder.

L.}

71 All gther clothes and shoes should be put back in the closet,

X
I

21472005
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Guestrooms

A4 Make the beds {change bnen every uther day)

71 Remove any trash and dirty glagses.

I Straighten any out of place clothing, private belongings, newspapers and magazines,

) Remove dirty clothing and faunder.

71 Replace used towels.

A Clean bathtub 2nd all fixtures.

0 Replace tissues if los ¢ than 4.

0 Clean the drinking glass.

T Tidy vanity and totlemies.

Early evening

) Checkif there are any incomung faxes. Replenish fax paper,

2 Walk through the house and tidy. !
I Turn on all lights inside and ont. |

1 Turm down bed in Master Bedroom., ’
3 Check the phones are on “Do not disturb,” E
2 Tidy Master Bedroom and replace any soiled towels and bathrobes.
1 Tum down beds in Guestrooms. ‘
O Twdy Guestrooms and replace any soiled wowels and bathrobes, '
I Place bottles of water and drinking plasses by each bedside,

Before you leave at night

Make sure that Max 15 inside,

Checle that all dosws to the outside are shut and lacked

71 Check that the garage doors are cloged. '
DATE: SIGNATURE: -
/142005 ' p
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Mar 03 US 0O1:02p

PRE-ARKIVAL SHOPPING L1ST

Pairy Procucts

b2 galtlon regular milk

1 quart skim molk

{ quart half ond half

4 Lorpak European butter

I karpe cortainer Daonon regular plaits yorite
! Philadelpdua cream cheese

i tub plain settage chease

¥ pant heavy oream

1 dozen epgs

Y pound Boar's Head Swiss chease

Haagen Diezs ice creamn - coffee, choenlate, vanilla, strawberry

0 W I W NI I

ORI I G I I O

Fresh prodece

11

2 green vegetables of choice (such a5 French green beans, broccoli}
Cleaned baby spinach and medium greens
R ripe Tomztges

(rape tomatoes

3 avocadows

European cucwmber

i Ieeberp lettuze (no! in a packet)
I regular [ettuce {not in a packe}
6 endnve

Fresh baby carerofs

Fresh Rosemary

Fresh Thyme

il

Fresh Mt

Ttaliap parsiey

Olives

Scallions

Garlic

2 Sweet omions

2 Red ommons

3 Sweet potatoes

6 Baking potatoes

Ginger

1 bap pice oranges

6 eating oranpes

Small bunch red and green grapes
2 Mange

& ripe bananas

Berries (stranberries, raspbereics, tlaeberries — whatever is in season)
4 Fugi apples '

4 Watermelon

4 Letmony

Tigs

3372005 3l
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Fresh meat, pouitry & {sh

% pound Bear's Head black forost bam
Y pound cracked pepper turkey hreast

g S

DBeverages

Apple Joice

Cranberry puice

1A Diet Coke (place in refuigeraton

4 Coke {place in refrigecator)

Gatorade

Large batthe Porrier water (place in refrigeeator)
Vitamin wer (place in refrigeratar)

Tomic Water

55 N O

Jo VL I R

Breads, Cervals and baked goods

Cheerios

Kix

& assorted bagels

1 pack Tortila wraps
[ pack Pisp bread

IR R SR I N |

Treats
Choxolate
..... Cheetos

Other

“Skippy" Chunky Peanut Butter

Carmine Giardin's Market

Homemade mozzarelia

I meh wedge parmesan chocse
Smioked salmon

& Laughing Cow mims cheese
6 Baby Bell Cheeses

Bric cheese

‘4 powund Cheddsr cheose

| fresh salinon

LI O N

HEE W

DATE:
3/3/200%

Ms Maxwell ar David will advise any additional meat, poultry or fish w purchase.
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SHOPPING LIST

The fodlowing e showld be o stock at afl tmes

Beverages

0 O DU [N I SO ik S Y O S 2 B O

IO I 0 S I T R T O T T 5

AU

L d L g

Fuyi water (large and small)

Maxwell House coffee

Starbucks ground Colombian coffee
[net Coke

Coke

Sprite

Fhet Sprite

Fepsi

Diet Peps

Tonic Water

Club Soda

Perrier Water

Vitanmn Water

Cranberry juice -
English breakfast tea (packets and tea leaves)
Earl Grey tea (packsts and tea teay e5)
AMint tea

Chamomile tea

White wine - Chablis Premier Cru (6 bottles)
Red wine ~ Broully (6 bottles)
Veuve-Choguet champagae (4 bottles)
Absolut Vodka

Tangueray Gin

Whiskey

Heineken Beer (6 pack)

Corona Beer {0 pack)

Spices and condinients

{00 U W 2 T I O I

Hellmann™s mayonnaise
Dijon mustard

& Low sodium chicken stock
Colivita extra virgin olive oil
Sea salt

wugar (White, Hrown)
Sweet & Low

Equal

Canned goods

~i Pomi romartoes chopped and strained
T Tomato paste

2/14:2005
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Miscellaneous

Assormment of Bartila Pasta
Rice

Asgorred 11 coploes
Oreos

Eukanuba dog food

[ I I I O

£

Household products

Paper towels

Toilet paper [white two-ply}
Kleenex tissues

Tide with Bleach

Powny fabric softener
Bounce dryer sheets

Palmolwve Dish soap |
Murphy's o1l soap

Soft scrub

Windex

Clorox Bleach

Fantastik All purpose cleaner

Cascade Dishw asher detergent

Glad zipper storape bags (Targe)

Glad zipper stonage hags (Small)

Garbage hags

Sponges

Latex Gloves

OFf! Insect repellent

Air freshener

Formula 409 bathroom cleaner

Fysol tollet howl cleaner

Brasso

Ficguid drain opener

Oven /Gril cleaner

Stlverware cleanimg product

Light bulbs

Ratteries

Lenscralters Pre-Moistened Disposable Towelettes

S I I )

[ ST s 1 NS 0 T O T A o A O o

I R

3Ly ey oole
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Pharmaceuticals
Neaspun

J Zbotiles Bayer aspirin Echinaces

2 Tylenol o L lozengos

T 2 Aleve 0 Vitamin C

I % Robitussin cough medicine o Vitamin B

J Nvauil 2 Vitamin&

1 Robitussin cough sweets 7 Tobe Anid

—) Hails cough sweetg 20 Multi vitamin twin t@ab | a day

-1 Bandages - Caleium pwin tab

1 Antiseptic for cuts
|
i
|
{
!
i

DATE: SIGNATURE:
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CLEANING SCHEDULE

Thz most important aspect of househald cleaning and mamtenance is roatine. Certain
tasks have to be completed every day to keep things at a high standard. A home that is
proparly cleaned stays “in place” mueh longer than those that have been ondy surface
cleaned. Always remember to clean from the top down and from the inside out. Always
vacuum fast. When leaving a room, turn 1o check it after you coanplete 11,

2/14/2005 34

o J R < oros aoonss

EFTAQOQ75916



2/24/2026 10:27 AM FROM: TO: 02033089463 PAGE: 036 OF 059

DAILY

T Dishes, dishwasher — wash dishes, use <islrwasher if needed. Remember: erystal,
fine china, silver, cutlery knives, hand-painted bawls ac serving platters and pots and
pans do not normally poin the dishwasher.

21 Kitchen — Clean counter fops, clean sinks, move rems on the counter top and clean
under them. Clean s mudges and finger prints from cabinets, doors and light

switches, clean microwave oven, clean and slune inside and out, Clean refripemators.

J  Kitchen appliances — Shine waster, coffee maker. Note: apphiances not left out
should be cleanad before putting away.

Sink — Remove any depnsits, clean and shine

£

U Garbage - Empty trash. replace bap, wipe nff.
21 Floors - Remove chairg and small items, sweep well. Mop with warm water.

- Glass — Clean glass doors and tables as needed.

[

Furniture — Clean, dust, shing tables, chairs, plump cushions. 1
1‘

£ Bedrooms - Make beds as needed, neaten personal belongings, clean all the mirrors, :
look for streaks. ]

Bathraoms — Shine favects, toilet paper holder, make-up miirors. towel rack,

toothbrush holder. Clean and re fi1t vanity items, check for tissue and toiiet paper,

wipe bath, sink, mirrar, shower w alls, place fresh towels.

i)

2 Clecks - Check time and date.
3 Phaenes — Clean with disinfectant.

Vacuum — Heavy traffic areas as needed. Comb tassels on campets.

DATE: SIGNATURE:
2{14/2005
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WELEKLY

O Baschoards — Dust with a saft cloth.

T Wood furnitere - Dust and polish tabies, chatrs, shelves, frames, cabinots.
- Sofas and chairs — Vacuum all cushions, fluff pitlows, spot-ciean as needed.
O Lamps ~ Dust lampshades. Cheek light bulbs, Straighten shades.

1 Computers apd desks - Clean and wipe screen, dust, replace objects exactly where
vou found them.

2 Dust and polish — Al glass tables, marrors, pictures, porcelain and art objecis.

9 Walls  Remove fingerprints from walls, switches, doors.

7 Cabinets and drawers - Clean thorpughly inside and out. Straighten or repuck.
| Shelvingm (lean tE}Qmughly Rotate areas rﬁquiz’ing fresh shelf paper.

"1 Massage Tables — Wipe and sanitive.

D Carpets - Vacuum, Be swe vou get the stairs, get belind doors, under forniture,
spot-clean a3 needed.

71 Bathrooms - Shine faucets, murors, towel racks. Wipe and clean bath and shower
tites, doors and walls. Remove mold with mildew remover. Remove soap bwild up.

1 Toailet - Clean bowl, seat, (1d. base, tank top. Check woilet paper,

7 Narble - Palish marble in bathrooms.

7 Refrigerator — Clean thoroughly. Throw out spoiied food. Toe eliminate odars,
place a bowl of cotton balls soaked in plain vanilia extract in the fresh food sechon.
T Windows ~ Clean all windows inside and out, clean window led ges.
S Blinds - Dust quickly overeach blind, 1f necessary, cleart with ammonia and water,
2/1472005 36
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=3 Front Entrance ~ Sweep and mop, clean door mals
C  Outdoor furniture. Pressure wash.
T Pool - Clean. Check that water temperature is between 82 - BR'F,

Exercise equipment — Wipe all equipment, sides and fronts, vacuum betind, check.

il

- Garage—Vacuum / sweap out as naeded.

Cars — Wash and wax exterior, ¢lean and vacuum inside.

1!

DATE: SIGNATURE:
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MONTHLY

Divide vour hst of monthly duties into weekly cleaning schedules. This will make it
gasier for you to deep-clean each area properly. This does not raean that vou éo not need
tor perform your dady and weekly duties.

WEEK |

Jd  Clean windows - wasly the msides, clean sills.

1 Clean blinds.

0 Clean hight fixmres.

O Clean cedlings, walls, doors, baseboards and air vents.

G Clean ceiling fans,

T Clean Avacuur air conditioners and humidifiers.

0 Airall rooms. Open the windows and doors to altow fresh air inte the room.
WEEK 2

o Clean and organize closels in bathrooms and bedrooms,

I Clean drawers and shelves in bathroomns and bedrooms,

J 0 Tum matiresses.

0 Re-fold linen closets and order as nseded.

0 Re-steck uulity closets.

3 Wipe books.

1 Tscard old magazines.

J  Poligh wood [bmmiture,

T Clean bed frames, vacuum under beds and bedroom furnture,

7 Wash bath mats.

2 Clean steamn room walls and floor thoroughly to prevent seum and mnidew from

forming and avoid bad odors.
WEEK 3

Clean and organize crockery and glassware in butder's paniry.
Clean kutchen floors thoroughty.

Clean refrigerator and freezer.

Clean pots and pons.

Clean kitchen cabinets inside and cul.

Cigan and organize Khchen drawers,

Clean and check pantry supplies.

Clean silverware.

[ R - T 16

**  Chipped and broken stems must be removed and reported 1o the Estate Manager.

DATE: SIGNATURE:
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EVERY SIX MONTHS

APRIL

{Check list to be complated and signed by 28" April)

1 Rotate seasonal clothing, Dry cleantems if necessary.

[T Wash mattress covers and launder any biankets.

O Take all books down from shelves and clean.

1 Clean upholstery and throw cushions,

71 Dry clean drapes.

3 Check for pestz throughout property.

— Inventory all crockery, glassware, linens, aic.

1 Steamn cledn all verpets.

T Car maintenance if necessary:,

7 Drain and clean pool.
DATE: SIGNATURE:
21142005 39
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OCTOBER
{Check list to be completed and signed by 28" October)

- Rotate seasonal clothing. Dry clean sweaters and other items 11 necessary,
71 Wash mattress covers and launder any blankets. '

) Take all hooks down from shetves and clean.

< Clean upholstery and throw cushions.

I Dryclean drapes.

7 Check for pests throughout property.

T Inventory all crockery, glassware, linens, ete.

7 Steam clean all carpets,

O  Car maintenance if necesgary

W Draip and clean pool.

DATE: SIGNATURE:
2714/2005 40
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MAINTENANCE SCHEDULE

Preveative maintzuance is the best way to keep your home and grounds in goad
conditton. Maintenance that is carried out on a regular basis, wilt ward off major repairs.

271472005 ' 41
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CHECK EVERY MONTH

{Check st to ba completcd and signed by the 28™ of cach month)

_ Fire Extinguisher - Check to make sure that it s fully charped.
3 Security alarm - Test system.
J  Sink stoppers - Clean out debais, soak stoppers in vinegar and water {o clean,

) Garbage disposal — Flush wath hot water and baking soda, put ice cubes through
sharpen, "

71 Hot water heating system ~ Test relief valve and replace if necessary; check
pressure gauge and drain expansion tank if necessary.

7 Steam heating system - Check safety valve and steam-pressure gauye and have
replaced if necessary; check water-level gavge and add water 1if needed: drain water
until clear to eliminaee sediment.

- Air conditioners / heaters — Clean or replace fileer: clcan cnndtn’aer. evaporator
couls and condensation dram.

DATE: SIGNATURE:
2114/2008 , 4z
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BEDROOM CLEANING

. | If weather pepmits, open windaws o air the roam.

v Strip the bed.

*  Place pillows, duvet, bedspreads and blankets on a ¢hair. Never on the floor,
*  Empty trash containers and pick up any other trash. Check under the bed.

= Make the bed with fresh linen.

= Make sure that the closets are ety Checl that the hanpers are not broken and
are hung evenly.

*  Dust all furifure and picture frames.

*  Dust and stratghten lamp shades, Seams must face the wall. Replace the light
bulb if nccessary.

*  Spot clean ali nurrors and giass.
*  Wipe all walls, doors, and light switches.
¢ Telephone must be free of dust. No sticky spots. Cord must hang properly.

*  Make sure that the television, remuote control and radio are m working ordec and
free of dust.

s Alarm clock must be set to the comrest nime and date.

*  Close the windows,
= DMuake sure that the drapes bang evenly and all hooks are in place.

*  Vacuum the carpet.

271472005 49
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BATHROOM CLEANING

»  Empty trash contamers and pick up any other trash.

»  Replace soiled towels, All towels to be even in width and hung evenly lengthwise.
Mo seams exposed.

*  Replace soiled bathrobes. Robes must be washed afler each visit,

*  Check guest supplies and replace what is peeded.

= Replace tojlet paper with new roll, Fold end into a ™V™

= Replace sosp with new bar.

*  Clean mirrors using glass cleaner. Start at the top and seork down to the bottom.
»  (lean vanity and sink using all-purpose cleaner.

= Clean roflet using toilet bow! cleaner. Squirt under rim of bow! and let stand 2
few mirmites. Clean the rim, gear, hinges, base, all porceimin and hardware, Flash.

v (Clean the shower stall and walls. Place the dirty bathmat in the tub or shower
stall and stend on the mat while cleaning. Use all-purpose cleaner and wipe down
the walls and plass door. Clean marble with damp cloth, Clean the shower head
and soap dishes. Rinse shower stall with hot waler after removing the bathmat.
Dry shower walls. floor and door. Wipe down shower curtain. Place bottom of
gurtain outside of b, Arrange curtain i pleats.

*  Clean the bathiub. Koeel on dirty bathmat, Using sissue, respove all hair and
foreign material from tab and drain. Using all-purpose cleaner, scrub thorouphly,
paving sttention to sides of the tub. Rinsewith hot water. Dry the entire surface,
Polish fixtures with a dry, clean cloth.

NOTE:

All surfaces must be clean of hair, smudges, debris, fingerprints, soap build-up and scum.
No dripping faucets.

No clogged drams, .

H guests are i residence, clean under toiletries left on the vanty and put back mn a peat,
orderly manner.

2i14/2005 b1l
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LAUNDRY AND DRY CLEANING

*  The first rule in laundry is read the label. Determine f you can wash an item, or
if you must take it to be dry-cieaned.

= Sort clothes ~ white in onc pilc, colored m another, delicate in yet another.

*  Check pockets!

s Wash towels separately.

*  Wash all new rowels and linen before use.

* Rotate vour towels and sheets s as not to wear them ot

»  Worn towels should be transterred to staff quarters for staff use.

* DBedlinens are taken to Srow White Laundry.

* Clothes that require dry cleaning are taken to Spé:mn Cleaners, If the garment is
statned, be sure to show the cleaner where it 1s soiled, mentiomng what you think
the stain is, When you ¢ollect the clothes, check that the ganment is properly
cleaned and the stains have beenremoved.

*  Detergents — Tide with Bleach; Downy fabric softener; Bounce dryer sheets,

*  Qrganize the linen closet. All sheets, pillow cases and towels identicaily folded.

The foided end should face outward. Separate stacks according to which
bedroom they belong in.

2/1472003 51
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CHECK EVERY THREL MONTHS

MARCH

(Check list to be completed and signed by 28 h March)

1 Fancets - Check for leaking faucets. Replace washersf necessary.

3 Bathtub drain assembly - Clear out debnis; inspect rubber scal; replace if
necessary.

U Shower drain assembly - Clean owt debris and scrub stramey.

a

Range hood fan - Clzan grease filter.

Dishwasher - Run the umt with a quart of white vinegar added 10 the tank. This
removes any deposits left belind in the tub and helps keéep the drain clear.

fZt

21 Hinges and locks - Lubricate as needed.

i Awnings - Lower and clean. Check motor.

DATE: SIGNATURE:
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CHECK EVERY SEX MONTHY
APRIL

{Check list to be completed and signed by 28" Apri)

71 Toilets - Cheek for Teaks in flushing mechanism; repair if necessary.

7 Interior caulking - Inspect caulking around bathtubs, showers and sinks; replaceif
deteriorating,

£ Washing machines - Clean water inlet filters; check hoses for loaks and replace sf
NECESSATY.

3 Clothes dryers — Vacuum lint from duocts and surrounding areas.

I Refrigerator — Wash and chieck door pasket; clean condenser cotls with a gentle
brush.

ry

Range hood fan — Wash fan blades and housing.

Hot water heating system  Lubricate circulatng pump and motor.

el

g Wiring - Check for fraved cords and wires; repair if necessary.

Foundation — Check for cracks and moisture, repair if necessary.

L

2 Roof - Inspect roof surface; repair if necessary,

T  Gutters and downspout — Clear out, inspect and repair weaknesses; check for
proper drainage and adjust if necessary.

Ld

Exterior caulking - Inspect canlkimyg and replace if deteriorating,

r1  Windew silis, door sills and thresholds - Fill cracks, caulk edges and repaint;
replace if necessary

Drain-waste xnd vent svstemn — Flush out svsiem.

Ui

Irrigation systewm - Check, drain amd repair if necessary,

J Fences — Inspect and repair of necessary.

L}

Garage doors - Clean and lubricate hinges, rollers and tracks; tighten serews.

DATE: SIGNATIERE:
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JUNE

{(Check list to be completed and signed by 28" fune)

O Faucets- Check for [eaking faueets, Keplace washersaf necessary.

- Bathtub drain assembly — Clean out debris; inspect rubber seal; replace f
necessary.

J  Shower drain assembly — Clean out debrts and scrub strainer.
d  Range hood fan - Clean grease filter,

i Dishwasher - Rup the unit with a quart of white vinegar added o the tank, This
removes any.deposits left behind w the tub and helps keep the drain clear,

T Hinges and locks — Lubricate as needed.

L Awnings — Lower and clean. Check motor,
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SEPTEMBER

{Check hist to be completed and ¢ gned by 28" September)

O VFawcets - Check for Jenkang faucets. Replace washersif necessary.

+. Bathtub drain assembly - Clean out debris; mspect rubiber seal; replaceif
necessa ry.

Shower drain assembiy — Clean out debris and scrub strainer.

L

0 Range hood fan — Clean grease filter,

i) Dishwasher - Bun the umt with 2 quart of white vinegar added to the tank. This
removes any deposits left behind m the tub and helps keep the drain clear.

' Hinges and locks  Lubricate as needed.

1) Awnings - Lower and clean. Check motor,
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OCTOBER
{Check list to he completed and signed by 28" October)

1 Toilets — Check for leaks in flushing mechanism: repair if necessary,

J

Interior caulking ~ Inspect canlking arourd bathtubs, showers and sinks; replace #
detericrating.

'] Washing machines - Clean water inlet filters; check hoses for jeaks and replace if
necessary.

O Clothes dryers « YVacuum lint from ducts and surrounding areas.

0 Refrigerator — Wash and check door gasket; clean condenser coils with a gentle
brugh.

71  Ranpge hood fan — Wash fan blades und housing.

Hot water heating system — Lubricate circufating pump and motor,
Wiring — Check for frayed cords and wires; repair if necessary,

i Foundation — Check for cracks and moisture, repair if necessary.

7 Roof - lnspect roof surface; repur if niecessary.

21 Gutters and downspout — Clean out, inspect and repair weaknesses: check for
proper drainage and adjust 1f necessary.

7 Exterior cawlking - Inspect caulking and replace if deteriorating.

2 Window sills, door sills and thresholds - Fill cracks, caulk edges and repaint;
replace of necessary

Drain-waste and vent system — Flush ont system.

L.

Irrigation system — Check, draim and repair if necessary.

Fences  lnspeet and reparr if necessary,

L

1 Garage deors — Clean and lubricate hinges, rollers and tracks; tighten screws.

DATE: SIGNATURE:
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DECEMBER

{Checek bist fo be completed and st gned by 28" December)

7 Faucets - Cheek for leaking faucets. Replace wushers if necessary.

T Bathtub drain assembly — Clean out debris; mspect rubber seal; replace if
neCessary.

i) Shower drain assembly  Clean out debris and serub strainer.
O Ranpe hood fan — Clean grease filter,

3 Dishwasher - Run the unit with & quart of white vinegar added 10 the tank. This
removes any deposits left behind in the mb and helps keep the drain clear.

71 Hinges and lacks — Lubricate as necded.

2 Awnings - Lower and clean. Check motor,

DATE: SIGNATURE:
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OFFICE SUPPLIES

The foilowing supplies shouid be in inventory at all times:

*  Copy/printer paper.

=  Toner and ink cartndges for pnnters and fax machine - a minimum of 2 per umt.
s Pens and pencils.

*  Redand green markers,

*  Black markers.

®  Rulers,

= Par of s¢issors,

s Scoteh tape.

» Shpping tape.

»  Photographic print paper.

*  Personalized notepads, cards, envelopes (Ca
= FedEx and parcel slips.

*  Disposable cameras.

= Fim for cameras,

214/2005 32
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MAHL AND DELIVERIES

When Mr Epstein and Ms Maxweil are in residenge;
1

»  Personal cards, potes and inviiations are 10 be placed on the pantry counteriop. i

»  Correspondence for Ms Maxwell 15 10 be placed on her desk. 1

When Mr Epstein and Ms Maxwel! are pot 1n residence;

= Mr Epstein or bMs Maxwell’s astistant must be notified if any packages are \
defiverad.

il ncluding invoices and bank statements, are to be sent via FedEx to
MWew York, twice a week.

* Include all personal mail in a separate envelope addressed to either My Epstein or
Ms Maxwell.

L4
Ll
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RESETTING THE TELLEPHONL
Assure that the telephones arg always set 1o the proper date and Hme. The household
phones may be reset by performing the following:
*  Without picking up the receiver, dial 692 on the kichen phone.

»  Foltow by dialing 2 digats Tor the vear, 2 digits for the day. 2 digits for the month
and finally, dial 4 digits for the mikitary tone.

t  The phone should display the new date and tne as well as make a noise to
inchcate that 11 has becn reser.

«  Pick up the receiver and then hang-up. This will return the phonz to its rormal
mode
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SERVING BREAKFANT

Mr Epstem’s break fast preferences:
»  (3iass of water
*  (Coffee
* 1 Sweet and Low or Equal
s Creamer filled with Half & Hull warmed in the microwave for 25 seconds.

»  MrEpstein will indicate what foud he would like w eat.

Ms Maxwell's breakfast preferences:

*  Maxwell House coffee served witl imilk

»  Freshly squeezed orange juice

= (ylass of water

= 1 Weetabix with sheed banana. Milk and sugar on the side.
When service breakfust {o guests:

= Pre-set table or breakfast trays for the number of guests present.

= As guests arrive, ingquire whether they would like coffee, ten, or fruit Juice,

*  Always maks sure that coffee 1s fresh.

= Reconfirm that guests have no allergic reaction to any specific foods.

= Take the breakfast order, Inquire whether they would like to wuit for any
remaining guests (1f applicablel, before yvou begin preparation.

*  Always serve from the left, ang clear from the night if possible,

*  Clean break{ast area as soon as guests have deparied.

L
th
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STANDBY DUTIES

When necessary, vou will be required t© be on “standby™ duty. During this thne, you are
to make yoursel f available for any dutics that need to be carried out. or respond 10 an
emergency that may arise.

In order for you to be able 1o respond promptly, you should not travel more than one hour
from your home base. This means that if you are calied, the maximum tme it will take
vou to refurn, is one bhour.

To properly perform this duty, you should know the following:

= Youcould be calied vpon at any time, day or mght.

»  Have the necessary contac: details for Mr Epstein, Ms Maxwell, the Estate
Manager and other refevant staff members.

= Cgli the Estate Manager and othier retevant staff members and advise them of an
emergency. This should be done immediatel y.

=  When speaking to the Estate Manager or other relevant staff members, provide
zecurate and detatled information.

» The security of the house, Mr Epstein, Ms Maxwell and their gu ests are your first
consideration. Always handle a crisis i a calm and professional manner.
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EMERGENCY PROCEDURES

In the event of an emergency, you may be required 10 decide on & course of action (w
protect Mr Epstein, Ms Maxwell, then ouests, othier staff members and vourself,

REMEMBER TO STAY CALM AND DO NOT PANIC

FIRE

Call the Fire Department or 1) as soon as possible, Tell them the exact locaton and
nature of the fire.

Ask all guests to leave their rooms.

Never use the elevator, Tt could stop between floors.

When you exit the building during a fire, close all doors as you exa1 1o confine the fire.
Make sure that everyone leaves with you.

Heat, smoke and gases emitted by burning materials can quickly choke you, If vou are
caught in heavy smoke, get down on the floor and crawl Take short breaths, breathing
through vour nose.

If your clothes cateh fire, don't run, Stop where you are, drop to the ground, cover your
face with vour hands to protect vour face and lungs and rell over to smother the flames.

Do not overestimate your ability to put out a fire. Most fires cannot be easily or safely
extinguished, Doonot attempt to put the fire out once it be ging to quickly spread.

HURRICANE SEASON

The season generally runs from June through November with the peak period being in
August and September.

During this time, it 18 necessary to monitor afl weather systems on a daily basis. either via
e television, internet or radio, Guests must be advised of the situation,

All outdoor furmture and loose items must Be stored inside. Potted plants are moved inlo |
areas with the least wind or placed indoors.

All shutters are closed.
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MEDICAL EMERGENCY

Call 911 as soon as possible. Give them as much inlormation us you can. Tell thew what
happened and the current condition of the patient,

drive the patient to the Good Samaritan Hospital,
- Call \he hospital on rouwte and el them thar

I vou are unabte o oot helr

FOULATe On Your way.

EMERGENCY CONTACT INFORMATION

GUEST NAME:

ALLERGIES:

CONTACT NAME:

CONTACT TELEPHONE:

HOME
WORK o o
PORTABLE
THANK YOU!
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