
___________________________________          Date ____________ 
 

You are scheduled to LEAD THE MUSICAL PORTION OF OUR WORSHIP 
next Sunday. (above date.) The songs were to have been selected and slides 
completed three weeks ago. If the recommended procedure has been followed, 
a rehearsal has already taken place. 
  

You are responsible to do the following: 
 

 Notify those leading the Scripture and Prayer of the theme being developed. 

 Notify all those who are to be involved, including musicians and tech crew. 

 Schedule appropriate rehearsals. 

 Arrive at the church building by 8:30 a.m. on Sunday for the final rehearsal 
with the tech crew. 

 Make final adjustments to the slides, reflecting any changes in devotion 
leaders. 

 Please e-mail the PowerPoint slides to mc@ccmhar.com on Thursday, . 
 

Your responsibilities next week are: 
 

 To select the songs for the next time you are the leader. 

 To lead the initial rehearsal this Wednesday for your next turn (next month). 
 
Thank you for your valuable service to the congregation and to the Lord! 

____________________________________                      Date ____________ 
 

You are scheduled to LEAD THE SCRIPTURE & PRAYER segment of our 
worship service next Sunday, and your responsibilities for this week include: 
 

 To consult the one scheduled to lead the music to learn the theme being 
developed in the singing. 

 To select a Scripture that complements the theme (as best you can). 

 To practice reading the selected Scripture aloud several times throughout 
the week, noting punctuation. 

 To get the idea of the passage clear in your mind so that you may read it 
with expression. They are more than just words on a page, of course! 

 

On Sunday, 
 

 Dress appropriately, as one representing the congregation and the Lord. 

 Arrive at the church building by 9:00 a.m.  

 Participate in the prayer circle on the platform at 9:15 am. 

 Before you read, direct the microphone toward your mouth. 

 Speak slowly and distinctly. Enunciate clearly. Project to the back row. 
 
 

Thank you for your valuable service to the congregation and to the Lord! 

____________________________________                       Date: ___________ 
You are scheduled to PRESENT THE COMMUNION/OFFERING DEVOTIONS next 
Sunday (above date,) and your responsibilities this week include: 
 

 To write a devotional that brings the cross into clear focus. Use no more than 
one Scripture and one illustration or poem to make a single point about the 
sacrifice of Jesus. 

 To give the worshipers a single thought to ponder as they participate in the 
Lord’s Supper. 

 To limit your written devotional to one side of one piece of typing or notebook 
paper — including the prayer that concludes the devotional. Present only 
what you write down, using the written notes. 

 Practice delivering the devotional aloud several times. 

 Invite your spouse or trusted friend to read and critique your devotional and 
prayer, using the guidelines provided as their basis. 

On Sunday: 

 Dress appropriately, as one representing the congregation and the Lord. 

 Arrive at the church building by 9:00 a.m. 

 Participate in the prayer circle on the platform at 9:15. 

 Before you speak, direct the microphone toward your mouth. 

 Speak slowly and distinctly. Enunciate clearly. Project to the back row. 
 

Thank you for your valuable service to the congregation and to the Lord! 

____________________________,                                Date ______________ 
 
You are scheduled to PRESENT THE OFFERING DEVOTION next Sunday, 
(above date,) and your responsibilities for this week include: 
  

 To write a devotional utilizing one Scripture and one illustration or poem that 
encourages generosity motivated by love for God. Do not employ guilt or 
coercion, please. 

 To limit your written devotional to one side of one piece of typing or notebook 
paper — including the prayer that concludes the devotional. Present only 
what you write down, using the written notes. 

 To practice delivering the devotional aloud several times. 

 To invite your spouse or trusted friend to read and critique your devotional 
and prayer, using the guidelines provided as their basis. 

 

On Sunday, 

 Dress appropriately, as one representing the congregation and the Lord. 

 Arrive at the church building by 9:00 a.m.  

 Participate in the prayer circle on the platform at 9:15 am. 

 Before you speak, direct the microphone toward your mouth. 

 Speak slowly and distinctly, Enunciate clearly. Project to the back row. 
 

Thank you for your valuable service to the congregation and to the Lord! 

Reminder cards 



 
______________________________,                                  Date ___________ 
 
You are scheduled to SERVE THE LORD’S SUPPER AND COLLECT THE 
OFFERING next Sunday (above date). 
 
Please be responsible for the following duties: 
 

 Read the e-mail you will receive this week, in which you will be informed of 
the proposed procedure and order of Sunday’s service.  

 Dress appropriately, which means in a manner that will honor God and not 
be offensive to reasonable people. 

 Arrive by 9:00 a.m. Get your mail, then report to the server who functions 
as the captain. His name indicated by bold type on the printed schedule 
you received. A copy is posted on the bulletin board in the main hallway. 

 Participate in the prayer circle on the platform at 9:15 am. 

 Contact the captain if you are unable to fulfill this responsibility. Let the 
captain know who has agreed to take your place. 

 
 
Thank you for your valuable service to the congregation and to the Lord! 

 
_____________________________                        Date __________________ 
  
You are scheduled for CHAIR SERVICE next Sunday (date above.) 
 
 
Please be responsible for the following duties: 
 

 Pick up trash, attendance forms, and other left-behind articles throughout 
the Worship Center after dismissal. 

 Put Bibles and hymnals in the racks under the chairs. 

 Help prepare the Worship Center for its next scheduled use. This may 
include stacking and moving chairs, as well as moving the communion 
table to the Community Room in preparation for FUSION or other such 
events. 

 Straighten the materials on the display tables. The tables may need to be 
removed from the Worship Center in preparation for FUSION. 

 
 
 
Thank you for your valuable service to the congregation and to the Lord! 

 
______________________________,                           Date ___________ 
 
 
 
You are scheduled to lead the final prayer next Sunday (above date.)  Please 
be responsible to do the following: 

 Petition God for help in applying the Bible messages delivered. 

 Specific supplications and petitions on behalf of missionary (ies), as 
submitted. 

 Petition God for guidance through the Bible studies in the 2nd Hour 

 Benedictory blessing. 
 
This is to be prayer alone, not a sermon recap. 
 
 

Thank you for your valuable service to the congregation and to the Lord! 

 
______________________________,                           Date ___________ 
 
 
 
You are scheduled to lead the final prayer next Sunday (above date.)  Please 
be responsible to do the following: 

 Petition God for help in applying the Bible messages delivered. 

 Specific supplications and petitions on behalf of missionary (ies), as 
submitted. 

 Petition God for guidance through the Bible studies in the 2nd Hour 

 Benedictory blessing. 
 
This is to be prayer alone, not a sermon recap. 
 
 

Thank you for your valuable service to the congregation and to the Lord! 



 
____________________________,     Date of service ____________ 
 
You are scheduled to cover LIGHTS AND LOCKS duty next week.  Please  
be responsible to:  
 
  

 Turn off all lights throughout the entire building. If adults remain after you 
leave, you must commission one adult to check every room before 
leaving. 

 Shut all interior doors. Refer to #1 in the event you are not the last one 
out of the building. 

 Under no circumstances are children or teens to be left inside the building 
unsupervised by an adult. 

 Check every exterior door, making sure each one is locked before you 
leave. 

 No young person (minor) is to be left unsupervised on the church property 
without having first communicated with their parent or legal guardian. 

 
 
Thank you for your valuable service to the congregation and to the Lord! 

 
_________________________,        Date of service _______________ 
 
 
You are scheduled to operate the SOUND BOARD next Sunday.  Please be 
responsible to: 
 
 

 Arrive in time to have all microphones powered and in place by 8:30 am, 
at which time the rehearsal is to begin. 

 Record the use of batteries for microphones and replace batteries 
according to the posted schedule. 

 Prepare a blank CD to record the service. Please pause at the conclusion 
of each segment and resume recording, thereby creating numbered cuts 
for each part of the service. 

 Adjust volume levels for each speaker, according to the need. 

 Coordinate with the video volunteer, especially when a DVD is shown. 
 
 
 
Thank you for your valuable service to the congregation and to the Lord! 

 
__________________________      Date of service ___________ 
 
You are scheduled to operate the COMPUTER next Sunday.  Your 
responsibilities this week are to: 
 

 Update all announcement slides and download the lyric slides from e-mail. 

 Make needed adjustments to the slides for proper projection and smooth 
transitions. 

 Merge the various presentations into a single program, if possible, to 
eliminate gaps and delays between segments in the worship service. 

 Read the e-mail you will receive this week, in which the procedure and 
order for the service will be contained. 

 

On Sunday: 
 

 Arrive at the church building in time to have the first lyric slide  
 projected at 8:30 a.m. 

 Check your mailbox for the hard copy of the day’s order and procedure. 
 
 
Thank you for your valuable service to the congregation and to the Lord! 

 
________________________,      Date of service ____________ 
 

You are scheduled as a GREETER next Sunday.  Please be responsible to: 
 

  Pray that you will have the opportunity to greet a newcomer 

  Prepare mentally to make the best possible first impression. 
 
On Sunday: 
 

 Dress appropriately, as one representing the congregation and the Lord. 

 Arrive at the church building by 9:00 a.m. and assist in any way possible 
to make all things ready to receive people. 

 Coordinate with other greeters so that someone is stationed at the 
outside doors, someone else at the inside glass doors, someone else at 
the guest registry, and one or two others at the Worship Center entrance, 
where the bulletins are distributed. 

 Be assertive, yet diplomatic, to keep the traffic flowing through the 
entryway and into the Community Room and Worship Center, thereby 
preventing congestion in the entryway.   

 
Thank you for your valuable service to the congregation and to the Lord! 



 
________________________,              Date of service ______________ 
 
You are scheduled for HOME COMMUNION SERVICE next week.  Please be 
responsible for the following duties:  
 
  
 

 From the bulletin and announcements, note those who are hospitalized 
and be sure to visit and serve them. 

 Check the church voice mail as you arrive Sunday (with the assistance of 
a secretary or staff member). Those who desire home communion are 
instructed to submit their request by 8:30 on Sunday morning. 

 Prepare a portable communion kit (provided in the kitchen) and serve 
people whenever your Sunday schedule permits. 

 
 
 
 
 
Thank you for your valuable service to the congregation and to the Lord! 

 

___________________________,     Date of service ____________ 
 

You are scheduled to be the VAN DRIVER next Sunday or Wednesday.  Please 
be responsible to: 
 

 Report a near-empty gasoline tank in writing to the youth minister. 

 Safely deliver riders to church and back home within reasonable time 
frame. 

 Maintain order among all passengers. 

 Obey traffic laws and exhibit Christian courtesy to other motorists. 

 Report damage to the van or misconduct of riders to the youth minister. 

 Use your best judgment as to who should be permitted to ride and who 
should be denied the privilege. The safety and well-being of all 
passengers, as well as the reputation of the Lord and His church are 
supremely important and cannot be threatened or compromised by one 
unruly individual. All disciplinary issues are to be reported to the youth 
minister. 

 Visibly witness the passenger’s safe entrance to their house or point of 
destination.  

 
Thank you for your valuable service to the congregation and to the Lord! 

 
__________________________,      Date of service ____________ 
 
You are scheduled to PROVIDE the                                   for the midweek meal 
this Wednesday (above date.)  Please be responsible to: 
 
 

 Coordinate with the others on the team (The one assigned to bring the 
entrée is the team leader) to prepare and serve a balanced meal. 

 Err on the side of preparing more than the anticipated need. 

 Be prepared to serve by 5:30 pm. 

 Select an individual to express gratitude to God for the blessing of the food. 

 Pull the food from the counters by 6:20 pm, and close the overhead doors       
by 6:25 pm so that the Bible Study period in the Community Room will not 
be disrupted by the   clean-up process.  

 
 
 
 
 
Thank you for your valuable service to the congregation and to the Lord! 

___________________________,          Date of service ____________ 
 
You are scheduled for SET UP OR CLEAN UP for the midweek meal this 
Wednesday (above date.)  Please be responsible to: 
 
SET UP __________ 

 Preparing beverages (gal. each of sweet tea, unsweet tea, lemonade, and 
water) by noon Wednesday to chill in the refrigerator. 

 Place salt and pepper shakers on the tables. 

 Place the plate cart, offering basket, silverware boxes and napkins in 
appropriate places at the serving window. 

 Prepare coffee or other hot beverages just before serving time. 
 
CLEAN UP_________ 

 Recruit help to put salt and pepper shakers away and to wipe all tables and 
counters. 

 Wash all dishes and utensils in the prescribed procedure. 

 Take home soiled towels, dish cloths, and aprons to wash and return. 

 Follow all other instructions, as outlined on the posted guideline sheet . 

 
Thank you for your valuable service to the congregation and to the Lord! 



___________________________,      Date of service _________ 
  
You are scheduled for COMMUNION PREPARATION duty next Sunday.  
Please be responsible for the following duties:   
 

 

 Fill the cups and trays with juice, and the bread trays with an adequate 
supply, according to the printed guidelines. 

 Place the prepared trays on the communion table, which should then be 
rolled to its assigned location by 9:00 a.m. The church building is opened 
by 8:30 am. 

 Prepare individual communion service for the pianist, nursery workers, and 
media center volunteers.  Deliver the individual service to the piano, the 
nurseries, and the media center, respectively. 

 Clean the communion ware and return it to the communion table after the 
Bible class period.  Remember to retrieve and clean the individual plates 
from the piano, nurseries, and media center. 

 

If your service falls on a religious holiday when larger crowds are anticipated 
(e.g., Easter, Christmas,) please anticipate the need to serve more people  
than usual. 
 
Thank you for your valuable service to the congregation and to the Lord! 

 
__________________________,    Date of service ______________ 
 
 
You are scheduled to take care of  BAPTISMAL LAUNDRY needs this week, 
and your responsibilities include the following duties: 
 
 

 Noting the report of baptisms in the e-mail messages and retrieving the 
wet items from the changing rooms as soon as possible.  Baptisms 
usually occur during the week. 

 

 After laundering the towels, garments, and rugs, (if needed), returning 
them to the changing rooms as soon as possible, no later than the next 
Sunday worship service. 

 
 
 
 
 
Thank you for your valuable service to the congregation and to the Lord! 

 
______________________________,    Date of service ____________ 
 
 
You are scheduled to COUNT ATTENDANCE next Sunday, and your 
responsibilities include the following:. 
 
 

 Count all who are in attendance, including the nurseries and Kids’ Praise. 

 Recording the attendance in the church office on provided calendar. 
 
 
 
 
 
 
Thank you for your valuable service to the congregation and to the Lord! 
 
 

_______________________________,   Date of service ___________ 
 
You are scheduled to be the FOLLOW-UP TEAM next Sunday, and you are 
responsible for the following duties: 
 

 Be at the guest registry by 9 a.m. to specifically focus attention on 
greeting newcomers, from whom you will obtain contact information. 

 Actively introduce newcomers to as many people as possible in the 
Community Room and/or Worship Center.  Directly commission one 
individual to act as a personal host/hostess for the newcomer. 

 Encourage newcomers to complete the bulletin insert, including any 
prayer requests, questions, or comments. 

 As soon as possible (Sunday afternoon is ideal), deliver a gift mug to the 
home of each newcomer.  Do not enter the house, but remain on the 
doorstep, and introduce yourself again as you present the mug and 
extend a heartfelt invitation to return next Sunday. 

 Personally place the contact information in the preacher’s mailbox and/or 
communicate it via e-mail. 

 
 
Thank you for your valuable service to the congregation and to the Lord! 



__________________________,     Date of service ____________ 
  
 

You are scheduled as a GREETER next Sunday.  Your responsibilities 
throughout this week will be to: 
 

 Pray that you will have the opportunity to greet a newcomer 

 Prepare mentally to make the best possible first impression. 
 

On Sunday, 
 

 Dress appropriately, as one representing the congregation and the Lord. 

 Arrive at the church building by 9:00 a.m. and assist in any way possible to 
make all things ready to receive people. 

 Coordinate with other greeters so that someone is stationed at the outside 
doors, someone else at the inside glass doors, someone else at the guest 
registry, and one or two others at the Worship Center entrance, where the 
bulletins are distributed. 

 Be assertive, yet diplomatic, to keep the traffic flowing through the entryway 
and into the Community Room and Worship Center, thereby preventing 
congestion in the entryway.   

 
Thank you for your valuable service to the congregation and to the Lord! 

__________________________,     Date of service ____________ 
  
 

You are scheduled as a GREETER next Sunday.  Your responsibilities 
throughout this week will be to: 
 

 Pray that you will have the opportunity to greet a newcomer 

 Prepare mentally to make the best possible first impression. 
 

On Sunday, 
 

 Dress appropriately, as one representing the congregation and the Lord. 

 Arrive at the church building by 9:00 a.m. and assist in any way possible to 
make all things ready to receive people. 

 Coordinate with other greeters so that someone is stationed at the outside 
doors, someone else at the inside glass doors, someone else at the guest 
registry, and one or two others at the Worship Center entrance, where the 
bulletins are distributed. 

 Be assertive, yet diplomatic, to keep the traffic flowing through the entryway 
and into the Community Room and Worship Center, thereby preventing 
congestion in the entryway.   

 
Thank you for your valuable service to the congregation and to the Lord! 

__________________________,     Date of service ____________ 

  
You are scheduled as a GREETER next Sunday.  Your responsibilities 
throughout this week will be to: 
 

 Pray that you will have the opportunity to greet a newcomer 

 Prepare mentally to make the best possible first impression. 
 

On Sunday, 
 

 Dress appropriately, as one representing the congregation and the Lord. 

 Arrive at the church building by 9:00 a.m. and assist in any way possible to 
make all things ready to receive people. 

 Coordinate with other greeters so that someone is stationed at the outside 
doors, someone else at the inside glass doors, someone else at the guest 
registry, and one or two others at the Worship Center entrance, where the 
bulletins are distributed. 

 Be assertive, yet diplomatic, to keep the traffic flowing through the 
entryway and into the Community Room and Worship Center, thereby 
preventing congestion in the entryway.   

 
Thank you for your valuable service to the congregation and to the Lord! 

__________________________,     Date of service ____________ 

  
You are scheduled as a GREETER next Sunday.  Your responsibilities 
throughout this week will be to: 
 

 Pray that you will have the opportunity to greet a newcomer 

 Prepare mentally to make the best possible first impression. 
 

On Sunday, 
 

 Dress appropriately, as one representing the congregation and the Lord. 

 Arrive at the church building by 9:00 a.m. and assist in any way possible 
to make all things ready to receive people. 

 Coordinate with other greeters so that someone is stationed at the 
outside doors, someone else at the inside glass doors, someone else at 
the guest registry, and one or two others at the Worship Center entrance, 
where the bulletins are distributed. 

 Be assertive, yet diplomatic, to keep the traffic flowing through the 
entryway and into the Community Room and Worship Center, thereby 
preventing congestion in the entryway.   

 
Thank you for your valuable service to the congregation and to the Lord! 



 
______________________________,                  Date of service  ___________ 
 
You are scheduled to SERVE THE LORD’S SUPPER AND COLLECT THE 
OFFERING next Sunday. 
 
Please be responsible for the following: 
 

 Read the e-mail you will receive this week, in which you will be informed 
of the proposed procedure and order of Sunday’s service.  

 Dress appropriately, which means in a manner that will not be offensive to 
reasonable people. 

 Arrive by 9:00 a.m. Get your mail, then report to the server who functions 
as the captain. His name appears in bold type on the printed schedule 
you received. A copy is posted on the bulletin board in the main hallway. 

 Participate in the prayer circle on the platform at 9:15. 

 Contact the captain if you are unable to fulfill this responsibility. Let the 
captain know who has agreed to take your place. 

 
 
Thank you for your valuable service to the congregation and to the Lord! 

 
______________________________,                  Date of service ___________ 
 
You are scheduled to SERVE THE LORD’S SUPPER AND COLLECT THE 
OFFERING next Sunday. 
 
Please be responsible for the following: 
 

 Read the e-mail you will receive this week, in which you will be informed of 
the proposed procedure and order of Sunday’s service.  

 Dress appropriately, which means in a manner that will not be offensive to 
reasonable people. 

 Arrive by 9:00 a.m. Get your mail, then report to the server who functions 
as the captain. His name appears in bold type on the printed schedule you 
received. A copy is posted on the bulletin board in the main hallway. 

 Participate in the prayer circle on the platform at 9:15. 

 Contact the captain if you are unable to fulfill this responsibility. Let the 
captain know who has agreed to take your place. 

 
 
Thank you for your valuable service to the congregation and to the Lord! 

 
______________________________,                   Date of service ___________ 
 
You are scheduled to SERVE THE LORD’S SUPPER AND COLLECT THE 
OFFERING next Sunday. 
 
Please be responsible for the following: 
 

 Read the e-mail you will receive this week, in which you will be informed 
of the proposed procedure and order of Sunday’s service.  

 Dress appropriately, which means in a manner that will not be offensive to 
reasonable people. 

 Arrive by 9:00 a.m. Get your mail, then report to the server who functions 
as the captain. His name appears in bold type on the printed schedule 
you received. A copy is posted on the bulletin board in the main hallway. 

 Participate in the prayer circle on the platform at 9:15. 

 Contact the captain if you are unable to fulfill this responsibility. Let the 
captain know who has agreed to take your place. 

 
 
Thank you for your valuable service to the congregation and to the Lord! 

 
______________________________,                Date of service_____________ 
 
You are scheduled to SERVE THE LORD’S SUPPER AND COLLECT THE 
OFFERING next Sunday. 
 
Please be responsible for the following: 
 

 Read the e-mail you will receive this week, in which you will be informed 
of the proposed procedure and order of Sunday’s service.  

 Dress appropriately, which means in a manner that will not be offensive to 
reasonable people. 

 Arrive by 9:00 a.m. Get your mail, then report to the server who functions 
as the captain. His name appears in bold type on the printed schedule 
you received. A copy is posted on the bulletin board in the main hallway. 

 Participate in the prayer circle on the platform at 9:15. 

 Contact the captain if you are unable to fulfill this responsibility. Let the 
captain know who has agreed to take your place. 

 
 
Thank you for your valuable service to the congregation and to the Lord! 



 
__________________________,      Date of service ____________ 
 
You are scheduled to PROVIDE                                   for the midweek meal this 
Wednesday.  Please be responsible to: 
 
 
 

 Coordinate with the others on the team (The one assigned to bring the 
entrée is the team leader) to prepare and serve a balanced meal. 

 Err on the side of preparing more than the anticipated need. 

 Be prepared to serve by 5:30. 

 Select an individual to express gratitude to God for the blessing of the 
food. 

 Pull the food from the counters by 6:20 and close the overhead doors       
by 6:25 pm, so that the Bible Study period in the Community Room will 
not be disrupted by the clean-up process. 

 
 
 
Thank you for your valuable service to the congregation and to the Lord! 

 
__________________________,      Date of service ____________ 
 
You are scheduled to PROVIDE                                   for the midweek meal this 
Wednesday.  Please be responsible to: 
 
 
 

 Coordinate with the others on the team (The one assigned to bring the 
entrée is the team leader) to prepare and serve a balanced meal. 

 Err on the side of preparing more than the anticipated need. 

 Be prepared to serve by 5:30. 

 Select an individual to express gratitude to God for the blessing of the 
food. 

 Pull the food from the counters by 6:20 and close the overhead doors       
by 6:25 pm, so that the Bible Study period in the Community Room will 
not be disrupted by the clean-up process. 

 
 
 
Thank you for your valuable service to the congregation and to the Lord! 

 
__________________________,      Date of service ____________ 
 
You are scheduled to PROVIDE                                   for the midweek meal this 
Wednesday.  Please be responsible to: 
 
 
 

 Coordinate with the others on the team (The one assigned to bring the 
entrée is the team leader) to prepare and serve a balanced meal. 

 Err on the side of preparing more than the anticipated need. 

 Be prepared to serve by 5:30. 

 Select an individual to express gratitude to God for the blessing of the 
food. 

 Pull the food from the counters by 6:20 and close the overhead doors       
by 6:25 pm, so that the Bible Study period in the Community Room will 
not be disrupted by the clean-up process. 

 
 
 
Thank you for your valuable service to the congregation and to the Lord! 

 
__________________________,      Date of service ____________ 
 
You are scheduled to PROVIDE                                   for the midweek meal this 
Wednesday.  Please be responsible to: 
 
 
 

 Coordinate with the others on the team (The one assigned to bring the 
entrée is the team leader) to prepare and serve a balanced meal. 

 Err on the side of preparing more than the anticipated need. 

 Be prepared to serve by 5:30. 

 Select an individual to express gratitude to God for the blessing of the 
food. 

 Pull the food from the counters by 6:20 and close the overhead doors       
by 6:25 pm, so that the Bible Study period in the Community Room will 
not be disrupted by the clean-up process. 

 
 
 
Thank you for your valuable service to the congregation and to the Lord! 



 
____________________________,     Date of service ____________ 
 
You are scheduled to LIGHTS AND LOCKS duty next week.  Please  
be responsible to:  
 
  
 

 Turn off all lights throughout the entire building. If adults remain after you 
leave, you must commission one adult to check every room before leaving. 

 Shut all interior doors. Refer to #1 in the event you are not the last one out of 
the building. 

 Under no circumstances are children or teens to be left inside the building 
unsupervised by an adult. 

 Check every exterior door, making sure each one is locked before you leave. 

 No young person (minor) is to be left unsupervised on the church property 
without having first communicated with their parent or legal guardian. 

 
Thank you for your valuable service to the congregation and to the Lord! 

 
___________________________,     Date of service ____________ 
 

You are scheduled to be the VAN DRIVER next Sunday or Wednesday.  Please 
be responsible to: 
 

 Report a near-empty gasoline tank in writing to the youth minister. 

 Safely deliver riders to church and back home within a reasonable time 
frame. 

 Maintain order among all passengers. 

 Obey traffic laws and exhibit Christian courtesy to other motorists. 

 Report damage to the van or misconduct of riders to the youth minister. 

 Use your best judgment as to who should be permitted to ride and who 
should be denied the privilege. The safety and well-being of all 
passengers, as well as the reputation of the Lord and His church are 
supremely important and cannot be threatened or compromised by one 
unruly individual. All disciplinary issues are to be reported to the youth 
minister. 

 Visibly witness the passenger’s safe entrance to their house or point of 
destination.  

 

Thank you for your valuable service to the congregation and to the Lord! 

 

___________________________,     Date of service ____________ 
 

You are scheduled to be the VAN DRIVER next Sunday or Wednesday.  Please 
be responsible to: 
 

 Report a near-empty gasoline tank in writing to the youth minister. 

 Safely deliver riders to church and back home within a reasonable     
time frame. 

 Maintain order among all passengers. 

 Obey traffic laws and exhibit Christian courtesy to other motorists. 

 Report damage to the van or misconduct of riders to the youth minister. 

 Use your best judgment as to who should be permitted to ride and who 
should be denied the privilege. The safety and well-being of all 
passengers, as well as the reputation of the Lord and His church are 
supremely important and cannot be threatened or compromised by one 
unruly individual. All disciplinary issues are to be reported to the youth 
minister. 

 Visibly witness the passenger’s safe entrance to their house or point of 
destination.  

 

Thank you for your valuable service to the congregation and to the Lord! 

___________________________,          Date of service ____________ 
 
You are scheduled for SET UP OR CLEAN UP for the midweek meal this 
Wednesday (above date.)  Please be responsible to: 
 
SET UP __________ 

 Preparing beverages (one gallon each of sweet tea, unsweet tea, lemonade, 
and water) by noon Wednesday to chill in the refrigerator. 

 Place salt and pepper shakers on the tables. 

 Place the plate cart, offering basket, silverware boxes and napkins in 
appropriate places at the serving window. 

 Prepare coffee or other hot beverages just before serving time. 
 
CLEAN UP_________ 

 Recruit help to put salt and pepper shakers away and to wipe all tables and 
counters. 

 Wash all dishes and utensils in the prescribed procedure. 

 Take home soiled towels, dish cloths, and aprons to wash and return. 

 Follow all other instructions, as outlined on the posted guideline sheet . 
 
Thank you for your valuable service to the congregation and to the Lord! 



 
____________________________,     Date of service ____________ 
 
You are scheduled for NURSERY duty next Sunday.  Please be responsible for 
the following:  
 

 All children left at the Nursery for care must be signed in and out 
by their parents or responsible adults.  The sign-in list for the 
children is at the desk in the Nursery Reception Area. 

 Please care for the children in a patient and loving Christian 
fashion.  This is your opportunity to model Jesus to them. 

 Diapers and wipes should be provided for each child in their own 
diaper bags—if not available, these items are stocked in the 
nursery cupboards.  (Please notify the church office of any item 
that needs to be restocked.) 

 If at all possible, please wipe the children’s faces and hands, and 
change diapers, if needed, before they are returned to their 
parents at the end of service 

 
 
Thank you for your valuable service to the congregation and to the Lord! 

 
___________________________,     Date of service ____________ 

 
You are scheduled for NURSERY duty next Sunday.  Please be responsible for 
the following:  
 

 All children left at the Nursery for care must be signed in and out 
by their parents or responsible adults.  The sign-in list for the 
children is at the desk in the Nursery Reception Area. 

 Please care for the children in a patient and loving Christian 
fashion.  This is your opportunity to model Jesus to them. 

 Diapers and wipes should be provided for each child in their own 
diaper bags—if not available, these items are stocked in the 
nursery cupboards.  (Please notify the church office of any item 
that needs to be restocked.) 

 If at all possible, please wipe the children’s faces and hands, and 
change diapers, if needed, before they are returned to their 
parents at the end of service 

 
 

Thank you for your valuable service to the congregation and to the Lord! 

 

___________________________,          Date of service ____________ 
 
You are scheduled to SERVE THE LORD’S SUPPER AND COLLECT THE 
OFFERING next Sunday. 
 
Please be responsible for the following: 
 

 Read the e-mail you will receive this week, in which you will be informed of 
the proposed procedure and order of Sunday’s service.  

 Dress appropriately, which means in a manner that will not be offensive to 
reasonable people. 

 Arrive by 9:00 a.m. Get your mail, then report to the server who functions 
as the captain. His name appears in bold type on the printed schedule you 
received. A copy is posted on the bulletin board in the main hallway. 

 Participate in the prayer circle on the platform at 9:15. 

 Contact the captain if you are unable to fulfill this responsibility. Let the 
captain know who has agreed to take your place. 

 
 
 

Thank you for your valuable service to the congregation and to the Lord! 

___________________________,          Date of service ____________ 
 
You are scheduled for NURSERY duty next Sunday.  Please be responsible for 
the following:  
 

 All children left at the Nursery for care must be signed in and out 
by their parents or responsible adults.  The sign-in list for the 
children is at the desk in the Nursery Reception Area. 

 Please care for the children in a patient and loving Christian 
fashion.  This is your opportunity to model Jesus to them. 

 Diapers and wipes should be provided for each child in their own 
diaper bags—if not available, these items are stocked in the 
nursery cupboards.  (Please notify the church office of any item 
that needs to be restocked.) 

 If at all possible, please wipe the children’s faces and hands, and 
change diapers, if needed, before they are returned to their 
parents at the end of service 

 
 
Thank you for your valuable service to the congregation and to the Lord! 



 
________________________,      Date of service ____________ 
 

You are scheduled as a GREETER next Sunday.  Please be responsible to: 
 

  Pray that you will have the opportunity to greet a newcomer 

  Prepare mentally to make the best possible first impression. 
 
On Sunday: 
 

 Dress appropriately, as one representing the congregation and the Lord. 

 Arrive at the church building by 9:00 a.m. and assist in any way possible 
to make all things ready to receive people. 

 Coordinate with other greeters so that someone is stationed at the 
outside doors, someone else at the inside glass doors, someone else at 
the guest registry, and one or two others at the Worship Center entrance, 
where the bulletins are distributed. 

 Be assertive, yet diplomatic, to keep the traffic flowing through the 
entryway and into the Community Room and Worship Center, thereby 
preventing congestion in the entryway.   

 
Thank you for your valuable service to the congregation and to the Lord! 
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preventing congestion in the entryway.   

 
Thank you for your valuable service to the congregation and to the Lord! 
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Thank you for your valuable service to the congregation and to the Lord! 
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Thank you for your valuable service to the congregation and to the Lord! 


