[bookmark: _GoBack]
Memorial Service Checklist for Food
(deacon from Memorial Reception Triad - month of reception)
Upon notification of the date and time of a memorial service, the Operations Deacon will contact the Food Deacon in his/her triad who will furnish requested food information for the Constant Contact that will be sent by the Operations Deacon to the congregation requesting food for the reception.

Day Before Memorial Service Set-up
· Review list of people that will be bringing food and communicate with caterer (if being used).  Contact WPC members to bring food if necessary.
· Purchase Half & Half for coffee (for both Parlor & Reception - store in Fellowship Hall refrigerator).
· Prepare sign-in sheet for workers and food contributors along with a pen in an easily accessible area. On a clip board if possible.
· Bring supplies from Bouton Hall storage closet on a rolling cart:  plastic utensils, hot & cold cups, coffee, iced tea bags, lemonade, large measuring cups.  Any additional serving utensils that may be needed.
· Set-up coffee pots with extension cords (may be located on the Holy Grounds rolling table) on drink table.  Do Not Plug In.
· Put sugar, sweetener, and stirrers on drink table.
· Put small bowls on drink table for used items next to the iced tea and coffee.
· Put hot & cold cups on the drink table.
· Put plates, utensils, and napkins on food tables.  Large plates & large napkins if food being serviced.  Small plates & small napkins on dessert table.
· Organize platters with doilies (located in Deacon’s Cabinet) in the kitchen.
Day of Memorial Service
· Arrive 2 hours prior to service and helpers arrive 1 hour prior. 


· Immediately make iced tea by microwaving 8 cups of water in glass measuring cup until boiling.  Add 2 family size teabags and let steep for 20 minutes.  After the tea cools a bit pour into the large serving container. Repeat this process 1 more time.  Move serving container to drink table. Dilute the tea with water until serving container is almost full. 
· Make lemonade with directions on package and place on drink table.
· Get ice from Bouton Hall kitchen using orange Igloo containers in storage closet. Bring small scoops for ice table container.
· Place and fill water serving container on drink table.
· Prepare coffee. Plug in and start 45 minutes before serving time.
· Organize platters of desserts and food. Place in refrigerator as needed.
· Someone needs to stay in Fellowship Hall during service to watch over.
Near end of Memorial Service
· Add ice to water, tea, lemonade and black plastic ice-serving containers on the drink table.
· Put out Half & Half for coffee.
· Light tea candles on the tables. (Lighters are in Deacon’s Cabinet)
· Place all remaining food items out.
During Reception
· Assist guests as needed.
· Replenish food and drink as needed.
· Remove empty platters.
· Ask family if they want food set aside and or a take home container is wanted.
After Reception
· Divide unclaimed food among the workers or freeze for future church functions.
· Wash all dishes and containers. Put away.
· Return any items taken from Bouton Hall.
· Give sign-up sheets to the Designated Family Deacon.

