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T200 St Lukes UMC

Setup and Cleanup Checklist
(29 Apr 09)

RESERVATION DATE:  ________________
PURPOSE:  ______________________________

SCOUT:______________________________
ADULT LEADER:  ________________________


Scout:  Must ensure sanctuary is set up, cleaned up and returned to original configuration.

Assign scouts to set up and clean up duties.  Ensure a scribe is identified to record attendance 
Adult:  Must supervise the setup, cleanup and give church and sanctuary a final evaluation

* Setup tasks:  Sanctuary
· Before you move it know where it goes when the function is complete (especially the Altar area)

· HVAC  is a single push of the occupied button (No other adjustments are allowed.. Runs 3 Hrs) 

· Temporarily place Cross & Candles on the organ  Altar top must be covered & protected.

· Use the Altar American flag & stand for COH Programs.  Replace when complete.

· Lighting is controlled from the Organ Pit or the front Narthex wall switch.  Altar lights are only in the Organ pit location.  All are on Rheostats for dimming.

· Sound system can be turned on in the switch room behind the stained glass wall.  Turn off after function.  Portable mics & stand mics are available as needed.  (See COR for equipment)
· Latch access hallway doors open.  Exterior front & side doors can be unlocked as needed. 

· All equipment:  Altar skirt, topper, candle holders, Scout Symbol, candles, and lighters are all in the file cabinet in T200 room 
* Setup tasks:  Fellowship Hall or classrooms
· Before you move it know where it goes when the function is complete.  

· Set up tables & chairs as needed .. (No dragging the tables & chairs)

· Eats are prepared in the kitchen (Clean-up following) (Dishes and containers)

* Clean up tasks..  Sanctuary
· Clean-up crew goes to work as soon as possible (once the guests leave).  If you have any questions as to location of decorations or where to place objects ask the set-up crew

· Be careful around the Altar area!  Any wax on the carpet must be addressed immediately and picked-up by hand or removed as required.  (The sweeper is in the parlor closet) 

· Remove the candles & wax carefully from holders, all wax chunks removed from holders and candles if still usable.  All wax is disposed of in the food closet trash can (behind the Organ) 

· Remove the skirt from altar, fold carefully, place in the storage box and return to the top shelf of T200 file cabinet in room 27.  Take ALL T200 belongings and put in drawer #3.

· Return troop flags to the Fellowship Hall closet.  The American flag is repositioned near the column behind the piano.  
· Reposition altar chairs in the original carpet area indentions

· Replace Bible(s) , clock, candles, and cross on the alter (center the Cross)

· Use sweeper thru-out sanctuary;begin at altar area and continue down all aisles to pick up niblets.

· Check all pews and reposition all sign-in books adjacent to the aisleway position (flat in seat).

· Pick-up all trash, paper or dirt, grass etc.  (Empty the sweeper often! ) (over a trash can)
· Turn off sound system.  Turn off lights and close all doors.

· Clean-up crew is complete.

* Cleanup tasks:  Fellowship Hall or classrooms
· Sweep floor with broom and also use sweeper (wipe any sticky spots – wet paper towel)

· Gather trash / condense and take out to dumpster.  Replace bag(s) in trash can(s)

· Replace chairs upside down on tables or straighten all chairs to leave room better than it was.

· Clean White boards /  Turn off all lights when finished.  
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