                   CLEAN UP FOR THE MAIN ROOM

All UUCLC material is to be stored in or adjacent to our storage bin in the Annex.

· Store the UUCLC sandwich sign next to our storage bin (between the cabinet and wall).

· Store the material from the front desk in the appropriate box. 

· Store the rack for the badges.

· Close the folding screen that we use for a backdrop and place it in the rear corner.

· Store the lectern.

· Put the two high back chairs and the small square table in the sitting area in the front.

· Store the small mats.

· Take down the “Principle” banners and store in the large plastic box.

· Fold chairs and put them in the chair bin and against the far wall.

· Store the hymnals in the bookcase near the front door and cover them with the white cloth.

· Wipe down counters.

· Empty and clean the coffee pots.

· Combine garbage from both the main room and the annex into the grey pail outside the back door.

KITCHEN AREA
There is at least one box we use for kitchen items that gets stored in our storage unit. This should be used for non-perishable items. There is also a low cabinet in the kitchen area we use for storing utensils, paper plates, etc. Perishable item should be stored on the top shelf in the refrigerator in the ANNEX. We are NOT to store anything in the refrigerators in the MAIN ROOM. 

Before we leave we should sweep the floor, mop up any spills and take the grey garbage pail out to the front curb.
