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KUUF Room Setup – Overview 
 

 



KUUF Room Setup, January 2010      Pg 2 

KUUF Room Setup Steps 
 

 

·  Place podium table (use a long table for the podium) and side tables (2 long, 1 short). 
·  Place the snack tables in an “L”  near the serving window in the corner opposite the podium. 
·  Pull piano away from the wall and pivot so that pianist faces into the room and can see minister at podium. 
·  Place 10 to 12 chairs for the choir in a gentle arc, under the big mural. 
·  Establish the main aisle, running along a line from the podium to the right side of the serving window. Place 

chairs along each side of this aisle, with enough space to allow folks to get to the inside, but not so much that 
it is wasteful.  Be sure to allow extra distance between the aisle chairs where you establish the cross aisle 
heading toward the choir side from the main aisle. 

·  Once the aisle chairs are in place, begin placing chairs for the rows.  Start at the podium end and work back, 
row by row.  Position each chair so the back of that chair (roughly) faces the podium – the result will be a 
gentle arc.  Complete one row before starting the next. 

·  Be sure to allow enough space (short rows) for where the choir conductor will stand.  Make slight 
adjustments to the right or left as needed so that the chair you are placing will look between the people 
sitting in the row in front of that person. 

·  There should be enough room for circulation at the back of the room.  This arrangement should 
accommodate about 70 chairs. 

·  See pictures for coffee pot arrangement and lobby setup. 
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KUUF Room Setup -- Setup for the podium; leave enough space for children to gather on the floor. 
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KUUF Room Setup – Notes on choir and piano arrangement.  Piano about 2 feet to the left of what is pictured. 
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KUUF Room Setup – Steps for placing the rows of chairs.  Be sure to leave the cross aisle on the right side. 
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KUUF Room Setup – The side tables along the windows.  Note chair for minister; bell on side table; correct configuration for chalice; microphone 
stand in place beside rostrum. 
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KUUF Room Setup – Overview of the completed setup.  Piano should be about 2 feet more to the right (toward serving window) than shown here. 
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KUUF Room Setup – Coffee pot setup.  Please note the two coffee pots go on the left side, because the floor mat is underneath them on that side 
to catch any drips.  There is no floor mat under the hot water pot on the right. Plug in the 2 coffee pots for a few minutes before plugging in the hot 
water pot – this should avoid tripping the circuit breaker, located upstairs in the corner closet of the playroom. 
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KUUF Room Setup – Lobby setup 
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KUUF Room Setup – Welcome table setup 
 


