                   SET UP FOR THE MAIN ROOM

MOST OF THE CHURCH’S MATERIAL IS STORED IN OR NEAR
THE STORAGE UNIT THAT IS IN THE RIGHT HAND CORNER 
OF THE ANNEX.

Place our UUCLC sandwich sign outside the front door. (This is usually stored 

on the side of the storage unit.) 


Place the following items on the desk next to main entrance. (The material is 
usually kept in a plastic box that’s about 10 inches tall. )


Guest book



Material about Unitarian Universalism (flyers, brochures, etc.)


Badges



Sign up sheet for set up, clean up, Religious education, story, etc.


Backdrop for services (the folding screen) is kept in the corner of the main room.



Open and set up against the wall near the rear entrance.




Drape with orange cloth or seasonal cloth if appropriate.



Drape the church’s banner over the knob in the middle of the backdrop.


There is a small square table that we use for the chalice, collection basket and 
flowers. This goes in front of the backdrop. (If the square table is not available 
there is a small round table near the front door that can be used.) 


The lectern goes in front of the table. There are two high back chairs that are 
to be set up on each side of the table.


The small mats (rug samples) are left in front and to the left of the back drop.


The “Principle” banners are hung on a wire that runs along the right wall.


Chairs are set up in rows facing the backdrop.


Hymnals are on the bookcase near the front door. This is covered with a white 


cloth. They should be placed on the chairs as appropriate.


KITCHEN AREA

In addition to the box of kitchen supplies that we keep in a box in the R. E. room 

there is also a low cabinet just inside the doorway to the kitchen which we have 
been given to store utensils, paper plates, etc.


The person setting up should locate the coffee pots that are stored in the kitchen.

One should be used to make coffee, the other should be used for water to make 
tea, hot chocolate, etc. 
