supplies

Purpose
To ensure participants and team have all of the supplies necessary at all times during the Awaken.

Way of Being
Excellent.  Resolute about the task.  Alert and focused.  PREPARED.  
Mechanics
A. Before the Awaken: 
1. At the first team meeting, look through the inventory list below.
2. Call previous supply person, if any, to ground on the details of this responsibility.

3. Get existing supply box if shared by the region and add to it whatever is required for the next Awaken.  (Below is the minimum list of supplies needed for each Awaken.)  

4. Coordinate with Special Needs person to purchase all needed items for their box.  This list and Special Needs role can be found on the Awaken Resources page under the Team Jobs header at www.gapcommunity.com/awakenresources
5. Make sure you check with the Sponsor prior to making purchases, and also keep all receipts for reimbursement afterwards.
General Supplies

The following supplies are the minimum needed to sponsor an Awaken.  Depending on the facilities you rent other supplies may be needed.  Consider what additional supplies you might need to obtain to put up signs, setup the room and so on.  For example, some rooms do not have variable lighting, so, a minimum of 4 halogen/torché lamps may be needed.
	GAP notebooks 
	Pick up from GAP or Sponsor
	Participants 1 each + extra 5

	GAP Pens
	Pick up from GAP or Sponsor
	Participants 1 each + extra 5

	Extra pens 
	All one color
	For all the Sunday Celebration guests and for the team.  Need at least 40

	Easel Pads
	Non-sticky kind
	4 full (large sized pad)

	Easel
	
	1 (stable & strurdy)

	Large Markers
	Red, blue, green, black
	2 sets (check to make sure old ones all work)

	Duct Tape
	
	1 roll (check with Sponsor if more is needed, for taping windows, for ex.)

	Gaffers Tape
	For the Music person to tape down wires/cords
	1 rolls (check with Sponsor if 2 is needed)

	Masking Tape
	
	1 rolls

	Scissors
	
	1 pair

	Paper Clips
	
	1 box

	Stapler and Staples
	
	1 each

	Craft Sticks
	Lifeboat
	(# Participants)2/8 = minimum

	Kleenex
	
	1 case (minimum of # participants/2 + 5)

	Name Tags / Holders
	Talk to Name Tags person for specs
	1 box of 50 

	Tongue Depressors
	Graduation Sticks job
	# of participants

	Calligraphy Pens
	Graduation Sticks job
	2 each

	Spray Paint
	Graduation Sticks job
	1 full can gold metallic

	Flashlights
	
	2  SMALL flashlights

	Batteries
	
	For flashlgihts and mics

	Tablecloths
	
	Linen only (check with Sponsor if location already provides these)

	Plastic Cups
	Water Station (Liasion job)
	200 min. for participants(or water bottles)

	Offering Envelopes
	Admin Captain job

Pick up from GAP or Sponsor
	Participants 1 ea. x 2 for graduation


1. Check with music person and with the Signs & Visuals person(s) for any possible supplies for them.

2. Have everything prepared at least 3 days before Awaken begins to ensure no breakdown during the training.

3. Be frugal and get the best buys.

4. Be aware of the tremendous responsibility you have!

5. Get Sponsor’s approval prior to any purchases!  Turn in your receipts to them for reimbursement.
B. During the Awaken

1. Make sure everything is available and set out at all times.

2. Have supply box or boxes in a convenient location and close to you in case needed.  Supplies must be accessible at all times.  Maintain order in the supply box.

3. Make sure the Trainer has his or her marking pens at the easel and at his or her seat.

4. Know what is next and be prepared!

C. After the Awaken

1. Gather all supplies from food person, special needs, and nametag holders and store in appropriate boxes.  For the 
2. Write an exact inventory of contents in supply box.

3. Return all supplies and inventory to Team Captain or wherever you first got them from. 
