Worship Preparation Checklist

BEFORE SUNDAY
· Plan service and distribute copies of service schedule to worship participants and sound tech by Wednesday night.

· Print service schedule copy and place in office file for Sunday morning.
· Get computer slides/media ready and checked for accuracy and readability.

· Copy music as needed for choir members, instrumentalists, song leader, etc.

· Contact sound tech and clarify sound needs for service.  If worship teams, choir, or other participants have special sound needs, ask them to contact sound techs.

· Make sure everyone knows rehearsal times for Saturday and Sunday mornings.

ON SUNDAY, BEFORE SERVICE
· Make sure sanctuary seating is set up properly.

· Clear stage and lectern.

· Place communion table in front if necessary.

· Test computer and projector.  Review slides and make changes as needed.

· Make sure media tech understands the slides / media and when to use.

· Put service schedules and music for choir on front table for worship team members.

· Talk with sound tech and worship participants and talk about / check for last minute changes.

SUGGESTED POLICIES

· Sunday morning “rehearsals” are to be a final run-through.  The primary rehearsals are to take place before Sunday morning.
· Sunday morning rehearsals are to concentrate on producing the best sound by the sound tech and the team…NOT to make song changes or song arrangement changes.
· Do as much as possible before Sunday mornings to remove anxiety, irritation, and that general rushed feeling that comes with “I’ve got to get this done in two minutes.”
