Deacon’s Checklist for Setup Charge Person
[bookmark: _GoBack]The Operations Deacon will contact the Setup Charge Person once the day and time for the service are established.  This person will determine the day and time for setup and assist the Operations Deacon in supplying the information for the WPC Constant Contact with the congregation via the church office.
Day Before Memorial Service Set-up
Fellowship Hall
· Arrange round tables & chairs depending on the number of people expected.  Chairs will be along outer wall. 
· Place tablecloths on tables.  Located in the Deacon’s cabinet.
· Place centerpieces of mirror tile and glass bowl placing a candle inside.  All located in the Deacon’s cabinet. 
· Place “reserved” signs and box of tissues on 3-4 tables for the family. This should be up front on the right side of the dessert table.
· Setup two 8-foot tables.  Place tablecloths and skirts around them for the drinks.  Then place plastic coverings to avoid staining.
· Place tablecloths and skirts around the dessert 8-foot tables at the front.
· If a luncheon food is going to be serviced, place two 8-foot and two 6-foot table down the center of the room.  Place tablecloths and skirts around table.
Sanctuary/ Parlor
· Setup 8-foot table in the narthex for memorabilia.  It’s located in the choir robe room.
· Move the red wagon from the narthex & wheelchairs from the parlor.  One place is at the end of the hall.
· Bring Lord’s Prayer border tablecloth, skirt and plastic tabs.  It’s located in the choir robe room.
· Remove any trash from the narthex and sanctuary.
· Replace the paraments on the communion table and pulpit with white ones.  These are in the storage room behind the communion table. 
· Place the small communion table and baptism stand behind the pulpit or off to the side.
· Rope off side rows in the sanctuary.  They are in the choir robe room.
· Place “reserved” markers and boxed tissues on front rows for the family.  They are in the choir robe room.
· Check parlor to arrange room from classroom to a family room.

Post Memorial Service
Fellowship Hall
· Remove all tablecloths and skirts from all tables.  Spray any with spot treatment.  Divide dirty linen between helps to be laundered at home then returned as soon as possible.
· Place chairs back along wall.
· Return all 8-foot and 6-foot tables back to near Deacon’s table.
· Empty trash to dumpster.
Sanctuary/Parlor
· Replace paraments on the communion table and pulpit back to the ones that where there.
· Place small communion table and Baptist stand back into position.
· Remove “reserved” markers, tissue boxes, and ropes from sanctuary.
· Remove 8-foot table from narthex
· Return tablecloths and skirts to the choir room.
· Return red wagon and wheelchairs.
· Place Parlor back to original setting.
· Remove any trash from the Sanctuary, Narthex, and Parlor.


