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Tasks for Decorating the Sanctuary – Starting 11/24 AFTER SERVICE – Version 11/1/24

	TASK
	DESCRIPTION
	SCHEDULE
	SUPPLIES
	Assignmt

	Bring Decorations up from the basement 
	Bring all the red bags, advent wreath, marked boxes, nativity scene and trees from basement (4)
	By 11/23
	
	Rebecka/Robin(?)

	Check Advent Candles Supply
	
	By 11/23
	Order Candles if needed
	Patty 

	Bring Two Ladders Accessible to Sanctuary
	
	11/22 Evening
	Tell Patty where the ladders will be stored

	Rebecka

	Electrical Plan for using Sanctuary plugs

	Where do we get the cords and the adapters?
Which outlets do we use so we don’t interfere with the sound system. We need to have outlets for the four trees on the alter and the two large trees in front of the alter area. 

	11/22
	Cords/Adapters 
	Jordan 
Rebecka?

	UP Staff Support?

	
	11/23
	
	

	Hang the Advent Wreath 
Clean/Install Candles
	Drop the wire that holds the wreath. Make sure the wire is behind the mic wires
	11/23
	Candles in Marion St Closet to the right at the beginning the aisle

	2 Strong People

	Fluff the wreath
	As a fluffing expert, Susan will demonstrate how to make the wreath look more real-like
	11/23
	
	3 Patient People



	Unpack the Evergreen Garlands and lightly fluff. (See guidance above) 
	Evergreens are stored in rectangular shaped red bags. 

Attach a green wire to one end of the garland to the wire at the top of the garland. 

Add additional pieces of garland (there is one extra piece of garland) to two of the garlands. These longer strips of garland will help extend the garland to the bottom of the two front pillars 

	11/23
	Green wire and scissors
Wire cutters/green wire
	4 people

	Dress the Pillars with Evergreens


	With the ladders, wrap the pillars with equal space between the individual wraps. We will give you a specific measurement between wraps

	11/23
	Green wire, scissors and measuring tape or yard stick 
	4 people 

	Decorate with Candles

	Line the back area of the sanctuary with small and large battery powered candles. Line side windows as needed. 

	11/23
	Electric Candles (small and large), Batteries, ribbons
	Beverly

	Unpack, steam/adjust ribbons, fluff and hang multiple fake Wreathes

	Hangs wreaths across the back three vents in the sanctuary, wreaths on all three lecterns, all inside sanctuary entrance/exit doors, 
	11/23
	Wreaths, wire, steamer for ribbons/bows, Command Strips, rubbing alcohol

	4 people who can climb 

	Unpack 5 Trees, set-up, arrange lights, fluff

	4 Smaller Trees on Alter
2 Trees to the left and right of the alter
1 tree in Marion lobby (?)Children’s Decorations? Decorations for sale? Gifting to non-profits? 

	11/23
	Trees, Electrical Cords 
Decorations
	2 people

	Nativity Scene


	Open, Dust and Set up the Nativity scene on one of the tables at the rear of the church 
	11/23
	Dust cleaner, micro clothes
	2 people (children)

	Outdoor/Indoor Fresh Wreaths

	Purchase 12 small wreaths (usually Stop and Shop) Mkt) – non-profit tax status
Fluff/Steam the Ribbons 
Hang on inside and outside doors, office door, parlor – use your imagination!

	DATE???
	Wreaths -12
	4 people

	Supplies
	
	
	
	Patty 






