                        SET UP FOR THE ANNEX
· Move the tables and chairs off to the sides, so that the center of the room is open.

· Roll the small carpet out in front of the love seat.

· Roll the larger carpet out in the center of the room. The children will sit on this during the lesson.

· The children will do their crafts at the table at the front of the room. 

· Juice & perishable snacks should be kept in the refrigerator (on the top shelf) until they are needed.

· About ½ hour before service begins turn on the heat or A/C as needed.

· Turn on the lights – switches are on the wall near the door and on the front wall near the microwave.

· Put paper cups, small plates & napkins on the counter near the microwave.

· Use the garbage can under the counter for any waste.

                        CLEAN UP FOR THE ANNEX

· Put tables and chairs in two rows so they are set up for BINGO.

· Roll up both carpets and place against back wall.

· Put juice and perishables in the refrigerator (top shelf).

· Turn off heater or A/C as appropriate.

· Turn off lights.

· Store non-perishables in our cabinet in the kitchen.

· Store paper cups, plates, napkins, etc. on the UUCLC shelf against the wall with windows.
· Empty garbage.

· Make sure the back door is locked.

· Close and lock the front door. 
