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All information contained herein is confidential and is provided as a source of 

information for the operation of the administrative, operational and support 

processes of Cinépolis (including any of its affiliates and / or subsidiaries, or 

those who from time to Cinépolis time are part of the Group). Therefore, is 

strictly prohibited publication, dissemination and use of its content by any means, 

for themselves or others unauthorized without the express written consent 

purposes and Cinépolis. 
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1. Process description 
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Objective 
The objective of this audit tool is aligning the set of processes enabling the areas 
assessed. The objective of this audit & documentation is to align all he processes 
throughout theater. 

Frequency 
You should complete this audit at least once a month, at all Cinépolis cinemas. 

Application schedule 
This audit should be completed 1-2 hours before the first show time, 

People involved in the Audit1 

During this audit, it’s necessary to have the presence of the Regional Manager, 
General Manager and/or the Manager On-Duty of the cinema. 

Method of Evaluating  
 
The audit is applied across different types of verification. If the cinema meets the 
criteria, it must qualify with "YES", otherwise "NO" and when the situation does 
not apply "NA".  
If the Regional Manager Notices there haven’t been follow-up/correction on the 
findings identified in past audits, or detect a serious deviation, further deductions 
can be made up to 5 points.  
 
The symbols used in this document to determine the method of review is as 
follows: 
 

 Visual verification. 

 Oral verification. 

 Hearing verification.  

 Verification of records.  

 Verification time base.  

                                         
 

1 If it is found that this audit tool is not applied correctly and under the criteria 
established, those involved will be punished through an administrative act or penalty of 
their variable compensation. 
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 Check on the computer system.  

 Verification by calculation or analysis. 
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2. Critical points 
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2.1. Lobby and 

Corridors 
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Review 
method 

Sample 
size 

Criteria Reference 

 All area 
1. Check that the temperature in the lobby is adequate: 
 Validate that the temperature in the lobby is 74 

Degrees. 

 

 All Vents 

2. Check that the vents of the air conditioner are clean 
and in good condition: 
 Check that the vents are clean, without dust or stains. 
 They are well maintained and in good condition. 

 

 50% row 
posts 

3. Check to see if the  retractable posts are in good 
operating and  physical condition: 
 Check for no dents, dust, debris, not loose, tension in 

retractable strap. 
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Review 
method 

Sample 
size 

Criteria Reference 

 All area 

4. Check that the physical conditions of the floor (wood, 
tile and carpets), walls and ceiling are in good condition: 
Check 
 The floor is free from stains, puddles, grease, spills, 

popcorn or garbage. 

 Ceiling in good condition, no structural or visual 
issues. 

 Walls must be clean and in good condition.  
 Glass (windows and doors) must be clean and dust, 

smear, and mark free. 

 


A corridor 

of each 
type 

5. That the physical condition of the access and exit 
halls is adequate: 
 Check and make sure all access and exits doors are 

free & clear of obstruction and debris. 
 Panic bars are operational and no obstructions outside 

of the door. 

 

 All 
equipment 

6. That the physical condition of the stairs is adequate: 
 Check that the stairs and rail are clean and in good 

physical and operating condition. 

 Verify carpet is clean and not worn. 
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Review 
method 

Sample 
size 

Criteria Reference 

 Trash bins 

7. The physical and operating condition of the trash 
bins in lobby and corridors is acceptable: 
Check 
 That the trash bins are clean both inside and out and 

in good condition and the garbage may not exceed 75 
% of its capacity. 

 That the trash bins have a fitted, black plastic bag well 
tucked and perfectly adjusted.  Extra bags no bad 
odors  

 That the trash is compacted.  

 All area 

8. That the physical and operational condition of the 
lounge and sitting area are adequate: 
Check 
 TV screens should exhibit the approved content. 
 The tables and chairs must be clean and free of 

debris. 
 The tables must be clean. 
 The tables and chairs must be leveled without any 

loose parts. 
 All furniture must be clean and free of stains. 
 Hangers must be clean and operational. 

 

 All area 
9. That door signs have accurate show times: 
 Check current or following ShowTime is displayed. 
 Monitors should be ON.  
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Review 
method 

Sample 
size 

Criteria Reference 

 All area 

10. That the Music is on and clear: 
Check 
 Music is on approved channels and correct volume. 
 Validate that the volume of the background music is 

adequate and allows the dialogue between the guests. 

 

 All area 

11. That there is always a Manager on the floor: 
 Validate that there is a person responsible for the 

operation, at the floor level (not in the office). 
 Visible and circulating with guests and employees. 

 

 


Minimum 5 

poster 
cases 

12. That the physical and operational conditions of the 
poster boxes are adequate: 
 Check that the poster boxes are clean (front, sides 

upper and inferior parts), free from dust, stains and 
grease.  

 Verify that they are switched on. 
 Verify approved posters are displayed. 
 The posters are aligned, not broken, scratched or 

wrinkled. 

 The glass should not be scratched, broken and with 
the lamps functioning correctly. 
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Review 
method 

Sample 
size 

Criteria Reference 

 All area 

13. That the illuminations of the lobby and corridors is 
according to the established criteria: 
Verify 
 That the illumination is switched on and there are no 

dark areas. 
 Lamp shades and fixtures at lobby must be clean and 

operational. 
 That there is only white light (no light types combine). 
 There are no burnt out bulbs or switched off, only 1 

bulb is enough to penalize this question. 
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2.2. Restrooms 
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Review 
method 

Sample size Criteria Reference 

 
All 

restrooms 

1. That all the toilets are operational: 
Request 
 All toilets in the theater are in adequate condition for 

their functions and use. 
 In case of being out of service, it has to be labeled OUT 

of ORDER and repaired immediately. 
 Toilets automatic flushing works properly. 

 

 

 
50% of the 
equipment 

2. That the physical and operating condition of the toilet 
seats is adequate: 
Request 
 The toilet seats are clean free from debris. 
 There are no leakage or clogged. 
 Validate that the sensors or activator works correctly. 
 Verify that the toilet seat is damage free. 
 That the toilet seat is not damaged or loose. 
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Review 
method 

Sample size Criteria Reference 

 50% of the 
equipment 

3. That the physical and operating condition of the 
urinals is adequate: 
 That the urinals are clean and free from dust. 

 That there are no leaks or clogs 
 Validate that the sensors or activators are operating 

correctly. 
 Validate that the drains are clean. 
 Validate that the urinals have clean urinal pads. 
 The urinals do not have debris, gum, or garbage inside. 

 

 All area 

4. That the physical condition of the floor, walls and 
ceiling is adequate: 
Request 
 That the floor and ceiling are clean, without spills, 

stains, papers, garbage, scratches or writing.  
 That the ceiling is clean without any stains or 

markings. 
 There are no puddles on the floor. 
 Walls are dry and clean. 
 Ceiling tiles must be replaced if damaged or worn. 
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Review 
method 

Sample size Criteria Reference 

 50 % of the 
equipment 

5. That the physical and operating condition of the 
partitions and hooks are adequate: 
Verify 
 They are clean, free from dust, stains, and graffiti. 
 They are well attached to the wall. 

 Revise that the hooks are clean and in good condition. 
 In case of the handicap restrooms, guest hooks must 

be at correct height. 
 The doors open & close properly and the locks work 

correctly. 

 

 100 % of the 
equipment 

6. That the physical and operating condition of the sinks 
and mirrors is adequate: 
 Revise that the sinks are clean, without puddles, 

stains, bumps or garbage. 
 The faucets are fixed (no movement) and without drip. 
 The surface of the sinks is not opaque or stained by 

water. 
 The mirrors have framework if applicable. 
 That the storage under the sinks is clean and in good 

condition. 
 Verify that the mirrors are clean, without scratches, 

stains, and in good condition. 
 In case of having a closed cabinet at the front it should 

be cleaned periodically inside, even if it’s not visible to 
guests.  
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Review 
method 

Sample size Criteria Reference 

 All 
restrooms 

7. That there are no bad odors and the exhaust system 
works correctly: 
 Verify that the exhaust system is working. 
 That the vents from the exhaust system or air 

conditioner are clean and in good condition (not 
broken or damaged). 

 There are no bad odors.  

 100 % trash 
cans 

8. That the physical, cleanliness and operating condition 
of the trash cans is adequate: 
Validate: 
 That the trash cans are clean, painted, without 

scratches, oxide or broken. 
 They have a fitted, black plastic bag, perfectly 

adjusted (with extra bag). 
 That the garbage is compacted and it does not exceed 

50 % of its capacity. 
 They are clean inside and out, without dust, stains or 

liquids.  

 100 % of 
equipment 

9. That the Feminine product dispenser is available and 
stocked: 
 Validate feminine product dispensers should be clean, 

in good maintenance condition and stocked. 
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Review 
method 

Sample size Criteria Reference 


At least one 

of each 
gender 

10. That the restroom log is complete and correctly 
filled out: 
 Validate that there is a log for the restrooms by gender 

and it is filled out correctly, signed by the Manager On-
Duty, every hour. 

 Validate that there is tracking of the restroom logs 
from at least one previous month. 

 That the restrooms are being checked every 30 
minutes according to the log. 

 The log must be kept in the restrooms. 
 The log is filled out until the last show. 
 It is necessary to perform the cleaning process until 

the last guest leaves. 
 

 50 % of the 
equipment 

11. That the physical and operating condition of the 
hand dryer is adequate: 
 Verify it is activated when passing through ones 

hands. 
 It is clean and without scratches. 
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Review 
method 

Sample size Criteria Reference 

 50 % of the 
equipment 

12. That the physical and operating condition of the 
paper towel dispensers is adequate and stocked: 
Verify 

 It is clean, without scratches or dust. 
 The sensor works, and the towels come out easily; it 

does not get trapped or broken. 
 It must have at least more than 1/2 of paper towel 

available. 

 

 50%  of the 
equipment 

13. That the physical and operating condition of the 
soap dispensers is adequate and stocked: 
Verify 
 It is clean and without scratches or stain. 
 It has more than 1/2 of soap in the cartridge. 
 When activating sensor of the dispenser, the soap 

comes out correctly. 
 There are no leaks or drips of liquid soap. 
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Review 
method 

Sample size Criteria Reference 

 50% of the 
equipment 

14. That the physical and operating condition of the 
toilet seat dispensers is adequate and stocked: 
Verify 
 It is clean, without scratches or dust. 
 When pulling out the paper it comes out correctly & 

easily. 
 The dispenser is more than half filled. 

  50% of the 
equipment 

15. That the physical and operating condition of the 
toilet paper dispensers is adequate and stocked: 
Check 
 It is clean, without scratches or dust. 
 When pulling out the paper it comes out correctly. 
 The dispenser is more than half filled of toilet paper 

 All 
equipment 

16. That the physical and operating condition of the 
changing tables is adequate: 
Verify 
 That the changing tables are clean, in good condition, 

without scratches and not broken. 
 That the buckle & belt of the changing table works 

correctly. 
 The changing table is stocked with towels. 
 When pulling down the cap of the changing table it 

stays fixed. 
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Review 
method 

Sample size Criteria Reference 

 All area 

17. That the lighting and signage are in good physical 
and operational conditions: 
 Verify that there are no dark areas, there are no burnt 

bulbs or switched off. With one or more burnt out 
bulbs, this question is penalized.  

 The light is the same color; the type of light should 
not be combining (white or warm light) only white 
lights should exist. 

 The access signage is clean, in good conditions and 
illuminated if applicable. 

 All signage inside the restrooms is clean, in good 
conditions, well painted and glued, and not twisted.  
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2.3. Kitchen, bar and 

concessions 
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Review 
method 

Sample size Criteria Reference 

 All area 

1. Is the food being plated and presented according to 
the recipe: 
 The recipe is being followed with quantities and 

measurements.  All menu items are plated identically. 
 Validate that current recipes are posted. 

 

 All area 

2. Is the bar pouring drinks according to the recipe? Is 
a jigger present and being used. 

 All drinks are poured with accurate measurement 
according to the recipe. 

 

 One per 
flavor 

3. Popcorn is prepared fresh and available: 
Verify 
 Freshly made popcorn of all flavors are available. Any 

gourmet popcorn is pre-portioned. 
 Popcorn must be made fresh. 
 Test popcorn quality and check: texture, flavor, oil, 

temperature, crunch, color (not burnt).  
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Review 
method 

Sample size Criteria Reference 

 All area 

4. Are the floors, ceiling and walls clean: 
 Validate there is no unattended debris on the floors 

or under the equipment, ceiling and walls.  There are 
no black stains in high traffic areas. Floor is tended to 
frequently. 

 

 All area 
5. Is the equipment maintained and operational: 
 Validate all equipment is clean without stains. There 

are no dents or damage. 
 

 All area 

6. Is storage maintained, clean and accessible: 
Validate 
 There are no open boxes with product. All products 

are labeled and easily inventoried.  There is no 
product on the floor or material on the floor disabling 
easy access to product. 

 FIFO is follow correctly. 
 Products are labeled and organized.  
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Review 
method 

Sample size Criteria Reference 

 All area 

7. Are the trashcans in proper condition: 
 Validate trash cans must maintain one or more spare 

bags and be clear of any stains or debris from 
previous business days. 
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2.4. Usher point 
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Review 
method 

Sample size Criteria Reference 

 1 podium 

1. There is trained employee assigned for the 
auditoriums control and has the necessary tools to 
performed its function: 
Verify 
 There is a fixed person certified controlling the access 

to the guests to auditorium and/or corridors. 
 The employee is wearing the uniform accordingly to 

the established criteria 
 

 1 podium 

2. The physical and operational conditions of the usher 
point area are in good condition: 
 Validate that the usher point area is clean, without 

stains, scratches, bumps, and is well painted with a 
operating computer. 
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2.5. Auditoriums 
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Review 
method 

Sample size Criteria Reference 

 Minimum 3 
auditoriums 

1. The auditorium is ready 15 minutes before the show 
starts: 
Request: 

 That the auditorium is ready to operate 15 minutes 
before the show starts. 

 Ready means - clean, operational, good temperature. 
There must be menus presented properly and a 
Supervisor greeting guests upon entry.  

 All 21 and 
over shows 

2. When it is a 21 and over show, there is an employee 
outside the auditorium checking IDs: 
 Check that in all 21 and over screens there is an 

employee full time checking guest's IDs. 
 No alcohol should be in any other theater. 
 All employees inside this theater must be 21 years old. 

 

 TBD 

3. During peak period, assigned serving teams should be 
directed by Manager: 
Request 
 Serving teams are assigned to a specific supervisor. 
 Supervisor directs and coordinates service in theater 

prior to trailers until start of feature. 
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Review 
method 

Sample size Criteria Reference 


Minimum 2 

show's 
beginning 
until the 

first 
dialogues 

4. The projected image is sharp and the voices are clear 
from the  beginning of the film: 
Request 
 The image is clear and with sharp color. 
 The image is not projected with lines or stains. 
 The voices, music or ambient sounds are clear. 

 The image is well centered, not overflowed of the 
screen. 

 That the image is focused. 
 The image covers the whole screen, not over edge. 
 The macro and resolution are correct. 

 

 Minimum 2 
auditoriums 

5. The masking works correctly: 
 From the beginning (trailers & advertising) the 

masking is working correctly according to the format 
(flat or scope). 

 Verify that both the top and side masking works 
correctly. 

 With or without masking, digital projection has to 
cover the whole screen. 

 

 Minimum 2 
starts 

6. The order of the projection (trailers, advertising, etc.) 
is according to instructions: 
 Verify the e-mail or document with the instructions for 

the distributions of the content. 

 If there is a difference, there should be an e-mail of 
authorization from the programming/marketing 
department. 

 Validate that the advertising is according to the 
instruction from marketing. 
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Review 
method 

Sample size Criteria Reference 

 Respect the following projection order: 
o Advertising. 
o b) Trailers.  
o c) Film. 

 Minimum 3 
auditoriums 

7. Speakers of the auditorium are operating correctly: 
 Check audio is crisp and clear. 
 Speakers are free of dust and debris. 

 

 Minimum 3 
auditoriums 

8. The ceiling vents of the air conditioner are clean and 
in good conditions: 
Request 
 The ceiling tiles are not cracked or show visible 

damage. 
 The exhaust or air conditioner vents are clean, without 

dust or stains.  
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Review 
method 

Sample size Criteria Reference 

 Minimum 3 
auditoriums 

9. The hand rails and access doors of the auditoriums 
are in good physical and operating condition: 
Validate 
 That the access doors are clean, without dust or stains. 
 The hand rails of the access corridors are complete, 

fixed and clean 
 The doors close and open correctly as set by cues. 

 

 Minimum 3 
auditoriums 

10. Walk way and steps are in good condition: 
Validate  
 Walk way and steps are clear of dirt and debris. 
 All the lights along the line are working. 
 Foot step lights must be maintained and lights must 

be operational. 

 

 Minimum 3 
auditoriums 

11. There is an auditorium trash bin and it is clean and 
in good physical and operating condition: 
 Verify that there is a trash bin for all auditoriums, if 

applicable, clean both inside and out, with a black 
plastic bag, well tucked. 

 The maximum amount of trash can be 50 % of its 
capacity. 

 It is in good condition, well painted, not broken. 
 There should be a black plastic bag in use and an extra 

for following use. 
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Review 
method 

Sample size Criteria Reference 

 Minimum 3 
auditoriums 

12. Floor carpets and felt wall are in good operating 
condition: 
 Validate floor carpets must be clean, in good 

conditions, attached well, free of dust, stains, 
damages, greasy, marks and bad odor. 

 Felt wall must be clean, in good condition, attached 
the wall and free of dust, stains, damages, greasy, 
marks and bad odor. 

 

 Minimum 3 
auditoriums 

13. Inside the auditorium there is a pleasant odor 
(neutral): 
 Validate that the odor inside the auditorium is 

pleasant (it should not have a bad odor). 

 

 All the 
buttons 

14. Service call button is in good physical and operating 
condition: 
 All the buttons in the building alert to the master 

screen and visible to management. 
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Review 
method 

Sample size Criteria Reference 

 All tables 

15. Food and beverage menus are found on all tables in 
the auditorium: 
Validate 
 Food and beverage menus are found on every table in 

every auditorium. 
 Food menus should be placed according to the 

instructions. 
 All menus are current and up to date. 
 The menu's is in good physical condition and the light 

works properly. 

 


At least 3 
rows per 

auditorium 
from the 
middle to 

top 

16. The seats in general are in good physical and 
operating condition: 
 Make sure that the leather of the seats is clean, 

without stains and in good operational condition. 
 The automatic recliner system works correctly. 
 No damaged leather. 
 Check the seats for cleanliness, free from stains, 

leftovers and in good maintenance: 
o Backrest 
o Elbow pads 
o Cup holders 
o Bottom part of the seat 
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Review 
method 

Sample size Criteria Reference 

 Minimum 3 
auditoriums 

17. The lighting and signage in the auditorium are in 
good physical and operational conditions: 
 Validate that the "exit", "emergency exit" and 

"emergency lamps" signage is clean, in good condition 
and operating at 100%. 

 That the access signage is clean, in good condition, not 
scratched or damaged. 

 Verify: 
o Cleaning lights. 
o Trailer lights  
o Feature lights  

Are at correct settings. 

 

 Minimum 3 
auditoriums 

18. Is the temperature inside the comfort range: 
 Validate that the temperature inside the auditorium is 

74 degrees. 
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Review 
method 

Sample size Criteria Reference 

 Minimum 3 
auditoriums 

19. The emergency exits are in good physical and 
operating condition and are not blocked or closed: 
Validate 
 They are free from obstacles. 
 They are operating correctly when pressing the panic 

bars and closing without any difficulty. 

 If there are door handles, they are clean and in good 
conditions. 

 They are clean, without dust and stains. 
 That the frameworks are clean without stains. 
 They have not padlocks or any other safety device that 

avoids the complete opening of the door. 
 There is a sign indicating that it is an emergency exit. 
 They have an emergency lamp near to them. 
 None of the emergency signs are blocked by any 

objects or advertising. 
 Outside the emergency doors should be clean. 

 


The proper 
theaters for 
3D glasses 

20. 3D glasses are available and have been issued to 
guests: 
Check 
 Proper sizes are issued correctly. 
 3D recycling bin is easily accessible for guest to return 

glasses. 
 The 3D glasses recycling bin should be free of garbage 

and debris. 
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Review 
method 

Sample size Criteria Reference 

 Minimum 2 
auditoriums 

21. ADA row is clean a free of debris: 
Verify 
 ADA row seats are pulled out and validate cleanliness. 
 Seat should have easy access for a wheel chair. 
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3. Chart of changes 
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Revision Description of changes Date 

00 Original document mm/dd/aa 
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4. Logs 
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