Deacon’s Checklist for Day Before Memorial Service

Upon notification have church secretary send a Constant Contact to the church membership for types of food that will be needed. Call or e-mail deacons to see who is available to set up, serve and/or clean up.

See what deacon supplies are needed and purchase them: large and small plates, napkins, doilies, candles, lighters, stain spray, etc.

Fellowship Hall
Reception Setup

· Place sign-in sheet for workers and food contributors in an easily accessible area.
· Bring supplies from Bouton Hall on a cart: plastic silverware, hot and cold cups, coffee, tea, lemonade, sweeteners, etc.   If needed, bring additional serving spoons, tongs, and pie servers.
· Put up round tables & chairs depending on number of people expected.
· Place tablecloths and centerpieces on tables.
· Place “reserved” signs on tables for the family.
· Two 8’ tables with cloths and skirts on left side for drinks.
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Fellowship Hall (continued)

· Two 8’ tables with cloths and skirts in front for desserts.
· If luncheon, set up two 8’ and two 6’ tables with cloths and skirts in the center for food.
· Lay plastic covering strips on drink table to avoid staining the tablecloth.
· Set up coffee pots w/extension cord on drink table. (DO NOT PLUG IN)
· Put sugar, sweetener and stirrers on the drink table.
· Put a bowl on table for used stirrers and used sweetener packets.
· Put hot and cold drink cups on the drink table.
· Put plates, utensils, and napkins on food tables.
· Get out doilies and glass platters from Deacon’s Cabinet. (put in kitchen)
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Sanctuary/Parlor
Service Set Up

· Set up the 8’ table that is stored in the choir robe room.
·  Bring Lord’s Prayer border table skirt, tablecloth and plastic tabs to attach to table.
· Replace the paraments and replace with the white ones.
· Get ropes from choir robe room and rope off side rows in sanctuary.
· Get “reserved” markers from choir robe room and place in sanctuary for family.
· Remove “red wagon” from narthex & wheelchairs from parlor.
· Remove any trash from the narthex and sanctuary.
· Get Kleenex boxed from sacristy. Place on family pews.
· Check the Kleenex for family in parlor.
· Check parlor supplies under coffee pot table. (coffee, sugar, sweetener, creamer, hot & cold drink cups, napkins)
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Fellowship Hall
Reception Setup
Desserts/coffee only reception:  Co-chairs arrive two hours prior to scheduled service. Helpers arrive one hour prior to scheduled service.
Luncheon reception:  Co-chairs arrive two and a half hours prior to scheduled service. Helpers arrive one and a half hour prior to scheduled service.


· Unlock the fellowship hall, education building and the sanctuary.
· Place sign-in sheet for workers and food contributors in an easily accessible area..
· Make tea immediately upon arrival. Microwave eight cups of water in glass measuring cup to boiling. Add two family size teabags and let steep for twenty minutes. After the tea cools a bit pour it into the large serving container. Repeat this process one more time. Dilute the tea with water in the serving container and place on the drink serving table.
· Make lemonade.
· Make sure lights and air conditioning are adjusted.
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· Put out restroom/sanctuary/FH signs that are located in the storage room outside Keith’s office.
· Arrange food on the glass plates as it arrives and place on serving tables or in fridge.
· Get an ice chest of ice from Bouton Hall. (Bring small scoops). Fill the water dispenser on the drink table with water.
· Plug in the coffeepots just before the service starts. It takes about forty-five minutes to perk.

Near the end of memorial service:
· Add ice to the water, tea and lemonade on the drink table. Put ice in the black ice serving container and place on the drink serving table.
· Put out half and half on the coffee table.
· Light the tea candles on the tables. Lighters are in the deacon cabinet, under the tablecloths.
· Bring refrigerated food items to the serving table.
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During Reception
· Bring flowers & memorabilia to the reception hall.
· Set aside a tray of sandwiches and a tray of veggies/fruit for the family for after the receiving line finishes.
·  Stand by to assist guests as needed.
· Replenish food and drink trays as needed.
· Remove empty platters.

Post Reception Breakdown
· Find out if the family wants the leftover food and if so, package it for them in plastic containers or ziplock bags. Divide unclaimed food among the workers or freeze for future church functions.
· Wash dishes and put away.
· Return all items from Bouton Hall that were used for the reception.
· Take out the trash.
· Put long tables next to the deacon cabinet. Put round tables in the table carts. Move chairs to the side walls of Fellowship Hall. Leave 6 tables with chairs set up.
· Put away the restroom/sanctuary/FH signs.
· Put lights and air conditioner back to original settings.
· Take trash to the dumpster.
· Lock up the church and return keys to the deacon moderator or the moderator’s box in the church office.
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Sanctuary/Parlor
Pre-Service Set Up  (by Zone Deacon)
Zone deacon for the family (or other designated person) should arrive at least one hour before service and be available to accept flower deliveries and assist in their placement.

· Make coffee for the family. (Supplies are under the coffee pot table)
· Get a pitcher of ice and water from Bouton Hall.
· Make sure Kleenex are in the parlor and on family pews.
· Stand by with the family and attend to their needs prior to the service.
· Be in the parlor with the family when the minister leads the family in prayer before the service.
· Lead the family to their designated pews at the direction of the minister.
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Sanctuary/Parlor
Post-Service Breakdown  (by helpers)
· Pick up Kleenex from the sanctuary pews.
· Clean up parlor and return furniture to normal.
· Pick up ropes and reserved signs and return to choir robe room.
· Remove white paraments and replace with those removed prior to the service.
· Remove linens and skirts from the sign in table and return to Deacon cabinet in fellowship hall.
· Return the sign in table to the choir robe room.
Post-Service Followup
· Supply family with a list of all workers and food contributors and their addresses.
