Deacon Duties and Responsibilities Sunday Checklist
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X Task To Complete X Task To Complete X Task To Complete

Unlock Plumer Hall Side Door Light Candles (11:00am) Cube Bread (for all services)

Stage Red books Greet Guests at the Door Pour Juice

Stage Offering Plates Stage Red books Add Juice to Altar Pitcher

Set out Membership/Info Table Verify Sanctuary is Ready Plate Bread for Pastor Sarah's Use

Verify Mask & Hand Sanitizer 

present in the Narthex

Verify Mask & Hand Sanitizer 

present in the Narthex

Store the prepared Bread and Juice 

In the Sanctuary

Install outdoor shade (umbrellas) Deacon Lead - Grab Deacon Keys Grab Gloves and Tongs for Serving

Install IUCC Street Flags Close Narthex & Sanctuary Doors (2nd Shift) Verify Communion Ready

Light Candles (9:15am) 1 Deacon Stays in the Narthex (1st shift) Reset Communion Items

Open Bulletin Board Pass Offeratory Plates (2nd Shift) Wash Communion Items

Unlock Outdoor Outlets Place Offeratory in the Lockbox

Plug in Fountain (and Fill) Open Narthex & Sanctuary Doors

Set out Coffee Hour Tables Blow out Sanctuary Candles

Place Flowers on the Altar Unplug Fountain & Coffee Urns

Greet Guests at the Door Pick up Trash in Sanctuary

Deacon Lead - Grab Deacon Keys Attendance Sheets in Heidi's box

Close Narthex & Sanctuary Doors Put Away Red Books

1 Deacon Stays in the Narthex Put Away Membership/Info Table

Pass Offeratory Plates Put Away Umbrellas & Flags

Place Offeratory in the Lockbox Load Coffee Hour onto Carts

Open Narthex & Sanctuary Doors Put away all tables

Pick up Trash in Sanctuary Put away coffee hour (see Fridge)

Draw Line in Attendance Books Lock ALL Doors, Outlets, ETC

Hang Keys on Bulletin Board Hang Keys on Bulletin Board

First Shift Deacons Second Shift Deacons Extra Communion Tasks

Green - Prior Service           Blue - During Service          Orange - Post Service


