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Upon notification of a death contact the Food and Set-up/Clean-up Charge people with date and time of service.  The deacon assigned to the family will inform what type of reception will be needed.  Choices are desserts only or catered/supplied food with desserts.
At the earliest time check the supplies needed and purchase needed items.  Items in the deacon’s cabinet in Fellowship Hall are candles, lighters, stain spray, sugar & sweetener packets, large dollies for trays, small dessert plates, small napkins, and any other item that maybe needed.  In Bouton Hall storage are large plates, napkins, plastic eat-ware.
Day of Memorial Service
· Unlock the fellowship hall, education building and the Sanctuary.
· Turn on or adjust lights and air conditioners in all buildings.
· Put out Restroom, Sanctuary, and Fellowship Hall signs.  Located in storage room near Pastor’s Office.
End of Memorial Service
· Return signs to storage room.
· Re-adjust lights and air conditioners in all buildings.
· Lock up all buildings and return keys to appropriate place. 
· Forward family the list of helpers sign-in sheets


