Imago Dei Hospitality Setup

1. Arrive 2 hours to 45 minutes before the worship service to leave sufficient time for setup.

2. Load the hospitality beverage cart with an assortment of about 12 - 24 canned sodas.  Check the refrigerator to see if there are any opened 2 or 3 liter bottles.  If so, place them on the cart.  Include an ice bucket, tongs and about 40 paper cold cups.

3. (Hot beverages are optional in summer; therefore you may disregard steps 4, 5, 6, 11, 12, 20, 21 & 22 in summer months)
4.  Locate the 42-cup coffee urn.  Remove the stem, basket and cord from inside. Fill with about 20 cups of water from the water dispenser in the restroom inside the Hospitality closet.  Please do not to use tap water.  Place the urn on the beverage cart.  Be sure and replace the stem, basket and cord inside.  Include a can of coffee and about 40 hot cups. 
5. Locate the white 2-quart hot pot.  Fill completely with water from the water dispenser in the restroom inside the Hospitality closet.  Please do not to use tap water.  Place the 2-quart hot pot on the beverage cart along with the hot water thermos and the bowl containing tea bags and hot cocoa. 
6. Locate the sweeteners, creamer and sugar.  The creamer and sugar are stored in 1-quart plastic tubs.  If they are nearly empty, locate additional supplies and refill.  Place them on the beverage cart.
7. Locate an assortment of 2 or 3 salty foods.  Pretzels, potato chips, Doritos, corn chips, popcorn, or cheese curls are usually available.  Place them on the lower racks of the beverage cart with enough large bowls to contain them.
8. Locate paper plates, napkins, forks and spoons and place on the lower racks of the beverage cart.  Utensils and napkins are in a woven wooden basket.  Refill the basket if supplies are low.
9. VERY CAREFULLY roll the beverage cart into the kitchen.
10. The counter with the opening into the sanctuary will be used to prepare for hospitality.  Please try and avoid using other areas of the kitchen and please DO NOT OPEN the serving window at this time.
11. Measure about 2 cups of coffee into the coffee urn basket.  Plug the coffee into the nearest outlet.
12. Plug the hot pot into an outlet.  Ensure the knob is set to high.  The water will boil within 2-3 minutes, so try not to leave it unattended.  When it boils, unplug the pot and pour the water into the hot water thermos.
13. Place snack bags unopened in bowls for easy filling after worship service.  Leave on the counter until after worship.
14. Cut any pies or baked goods you or a donor may have contributed.  Provide each with a serving utensil and recover and leave on the counter until the end of worship service.
After receiving communion and before the end of worship service, return to the kitchen to finish preparation.

15. If you prefer, place a tablecloth on the hospitality table near the closet.

16. Retrieve ice cubes from the freezer in the hospitality closet.  Empty the trays into the ice bucket on the beverage cart.  PLEASE IMMEDIATELY REFILL THE ICE CUBE TRAYS USING THE WATER DISPENSER IN THE HOSPITALITY CLOSET AND RETURN TO THE FREEZER FOR NEXT WEEK’S HOST.

17. Fill the snack bowls.  Use clips and clothes pins to reseal any remaining snacks in their bags.  Place unused snacks out of view of the serving window.  Place filled snack bowls on the hospitality table.  
18. Uncover perishables and prepare any newly-arrived food for presentation.  Place on the Hospitality table with the paper plates and utensils basket.
19. During the closing song, open the serving window.  Opening the window can be noisy, so try not to open it while the pastor is speaking.
20. Place the still plugged-in coffee urn on the ledge outside the serving window.  Place paper hot cups nearby.
21. Place the hot water thermos on the opposite side of the serving window on the ledge.  Place paper hot cups and the bowl containing tea bags nearby.
22. Place the sweeteners, creamer and sugar between the hot water thermos and coffee urn to be shared.  Include spoons and napkins.
23. VERY CAREFULLY roll the beverage cart from the kitchen and place it near the serving window.  Be sure cold cups are on the serving cart.
24. Place one of the trash containers from the kitchen just outside the kitchen door in the sanctuary. Place the blue recycle bucket near the trash container.
25. Please stay in the area to welcome guests, monitor supplies and refill or help as needed.
Imago Dei Hospitality Pack-up

After most people are finished (usually about 30-45 minutes after it begins), you can start to put things away, basically reversing the setup process.

1. Dump all beverages and ice into the sink near the serving window.

2. Wash and dry all pots, bowls and non-disposable utensils.  There is a plastic wash basin and paper towels in the Hospitality closet.  If there is no hot water, use the hot pot to boil water and mix with cold water.

3. Rinse the sink and clean up any mess you may have made in the kitchen.

4. Pack up any highly perishable items, set them aside and try to find recipients who would appreciate them; if no one is interested, take them home or toss them.

5. Seal up any re-useable perishables (chips, pretzels and cookies) with clothespins.  Zip-loc bags and plastic wrap are available in the Hospitality closet.

6. Place the clean coffee urn, thermos, creamer, sweetener and sugar on the beverage cart to return to the Hospitality closet.

7. Clean and fold the tablecloth, if used, or wipe down the hospitality table.

8. Make a note of any hospitality supplies that are running low and notify Shelly or Jim.

9. Remove the liner from the trash container to deposit in the dumpster at the rear of the parking lot.  Re-line the trash container using a liner from the Hospitality closet and return to its original location.

10. Check the area under the rear door exiting the kitchen for any bottled water delivery.  The bottles are AWKWARD AND HEAVY, so please feel free to find someone burly to carry it to the water dispenser.

THANK YOU VERY MUCH FOR YOUR TIME AND EFFORTS!!
