B’NAI TORAH SHABBAT SERVICES
SHUT DOWN PROCEDURES

Revised January 1, 2009

The most important part is to put everything back where you found it.

Taking down the Torah table.
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Carry out the flag and stand into the storage room.

Remove tapestry on wall and place in storage room
Roll metal beige cabinet into office
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Taking down the ark
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Roll small wooden chest with podium into sanctuary
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Place 2 chairs from the lower floor back on the top section.
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Return all crosses to their original position
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Gently fold down cross runners at pulpit and altar
Move hexagon cabinet on right of altar to original position

Set everything up as you found it in morning if different from above.
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Turn off sanctuary lights. Switches in corner to the right by entrance door

*

Close all doors to the sanctuary

Taking down the Oneg
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Turn light off in storeroom, make sure you have your keys
Close and lock the storeroom door.
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Check the kitchen. Leave it Cleaner than you found it.
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Make sure that you have your keys before the next step!!!
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