                                                          Meeting Checklist

Get key from windowsill at Steve’s house across street. (SE Corner of Marguerite Pkwy & Princeton Ave).

6:00
Open West door
Get tub from storage room
Adjust heat/AC
put up signs on East & West doors and in building
Move chairs and tables into position – secure extra chairs from storage as needed.
Start coffee
Put out IPs and meeting materials
Give out readings

6:30 Start meeting

7:30 end meeting


Mark 7th tradition envelope with Secty. name and date and put into locked box
Gather up meeting materials and put into tub. 
Wash out coffee pot and filter – leaving kitchen area *SPOTLESS*
Remove signs from doors and bldg.

Place coffee pot into tub with meeting book.
Remove trash bag and replace with clean.
Place chairs & tables back into original position

Turn off heat/AC
Return tub and extra chairs back to storage.
Check/turn off lights


No later than 8:00 pm:
Lock West door and check East door.

Return key and trash to Steve’s (leave trash bag by small table)



