SAMPLE of Local Church
TRUSTEE ACTIVITY CALENDAR
Monthly reports and meeting requirements: 

1. Trustee meeting agenda: Second Tuesday of each month at 7:00 PM in the conference room

2. Trustee meeting minutes- Secretary’s responsibility
3. Attend the Church Council meetings, as scheduled, and report on summary of pertinent Trustee Activity – Chair’s responsibility

4. Reporter Article:  Due the fifteenth of each month-Secretary’s responsibility

5. Attend Finance Committee Meetings - Elected Trustee Finance Committee representative responsibility

Trustee Monthly/Annual Activity

January

· Trustee meeting - Election of officers

· Establish due dates/expirations for all annual service providers/contracts, listing contact persons, telephone numbers and e-mail addresses
· Get copy of contractors Liability insurance and workman compensation.
February

· Continue list of all pertinent Trustee service providers with telephone numbers

· Schedule mid-season maintenance of all heating systems

· Schedule testing of Fire Suppression system in Kitchen (bi-annual) and Fire Extinguishers building wide, for March (annual, due before 3-31 each year)                                                         
March

April

· Change Filter in Parsonage A/C (top floor ceiling) 14” x 30” filters in maintenance room
· Schedule spring workday for May

May
· Schedule pre-season maintenance of all air conditioners in church buildings and parsonage

· Work day as scheduled

· Shut down boilers

· Schedule maintenance of back up valve, sewer by Burnham Avenue (bi-annual)
June

· Schedule summer work day for July

· Schedule sewer rodding from Parsonage to street (every 2 years) due 2026
July

· Work day as scheduled

August
· Trustee budget for 2026-Finance Committee will be requesting same

· Schedule fire suppression test of kitchen stove for September (bi-annual)
September
· Schedule cleaning pilot assemblies on kitchen stoves

· Schedule fall workday for October

· Schedule pre-season maintenance of all heating systems

· Schedule inspection and maintenance of alarm system (Quality Alarm)

· Prepare documents for the Annual Church Conference 
October

· Workday as scheduled

· Review our current insurance policies/recommendations

· Schedule maintenance of back up valve, sewer at Burnham (bi-annual)
· Schedule cleaning of kitchen’s grease trap (annual)
November
· Call Hartford Steam Boiler about boiler Certificate (Jennifer – Telephone number)

· Certificate expires January, 2027 (bi-annual)

December
· Schedule mid-season preventive maintenance for boilers

Important Contact Information for Service Providers

Fire alarm panel located in north boiler room-Contacts for non-emergency problems:

Reliable Alarm - #
 

Interstate Alarm - #


Police Department - #
 


Fire Department - # 

Stanley Security Solutions (OLD ONE monitors):#
ATT line trouble - #
Alarm is # 87 on board-- #
Fire Equipment and Safety (Extinguishers) - #
Does the fire suppression testing in kitchen

Quality Alarms – #
NIC Conference Insurance – Beth Stahl - #
Lawn cutting service: Name #
Snow removal service: Name #
Lawn fertilizer service Tru Green #
Copying machine service Canon Name #
Risograph service Model EZ390U Name #
Engraving:  Name #
Telephone service AT&T – Account #, #
Telephone maintenance – Name #
Tuckpointing – Name #
Roofing – Name #
Commonwealth Edison – Account #, #
NICOR gas – Account #, #
Flooring Carpenter – Name, #
Carpet Cleaning – Name, #
HANDYMAN – Name, #

Keys/Locks – Name, # 

Property Management – Name #
Elevator service – Name #
Woodworking – Name #
Towing – Name #
Carpentry/Construction – (did bathrooms upstairs) Name #
Window and Door – Name #
Quality Carpets – Name #
HVAC service provider:  Name # (more than 1, list provider and what they did)
Name # - Repaired boiler leaks, found air bleeder vents, current vendor, fixed nursery AC

Name # - installed A/H and A/C in parsonage spring 2016

Plumbing: Name # - Does Grease traps too!

Plumbing: Name # - did 3rd floor bathrooms

Plumbing: Name # - installed toilet in parsonage

Waste disposal service – Name #

Cleaning supply providers – Name #
Cleaning Supplies – Name #
Cleaning Floors – Name #
Refrigeration – Name #
Appliances – Name #
DeFibrillator – Name #
Electrical – Name #
Com Ed LED upgrade – Name #
Cherry Picker- Outside lights – Name #
Organ repair and tuning – Name #
Piano tuner – Name #
Copier – Name #
Carpet Cleaner- Name #
Mulch – Name #
General Contractors – Name # 
Al-Anon group – Name #
Alcoholics Anonymous – Name #
Alcoholics Anonymous (Thursdays) – Name #
Gamblers Anonymous (Tuesdays) – Name #
Architect – Name #

Stained Glass Windows – Name #

Awnings – Name #

TO SHUT DOWN THE BOILERS

South boiler (Sanctuary) Turn off 5 switches with yellow tape on them and the switch on the Boiler control panel.  Close makeup valve (right at the water meter). To start up the boiler reverse the order.  (valve first) (Switch on boiler control panel is last.)

North boiler (education wing) turn off 3 switches with yellow tape and remove #2 fuse in the fuse box.  Close the makeup valve (near the hot water heater) To start boiler reverse the order.  (Valve first)

Don’t forget the furnace for the Cloister.  It is located in the basement in the ASP storage room.

Tricks and Secrets:

Office:  Heating control is located in Southwest corner of room on the radiator


Key to Lori’s desk is in magnetic case inside filing cabinet


Key to the box of keys (N.E. wall) is in Lori’s desk


Key to Fireproof safe is #33 in the box of keys

Top two drawers of filing cabinet are Trustees things.  Bottom two are historical records

North Stairwell going up to Ed wing:  Change the bulb with a ladder and slot head screwdriver

Chapel – light switches are on west corner of south wall behind organ

Conference Room – Air conditioner is most easily controlled by wall switch.  There is a remote

Pastor’s Office – Key to door is stubborn and needs exact alignment to open – don’t give up!

Nursery – Remote control of A/C is on west wall

Thermostatic control for this floor is located on west wall of hallway in the basement.

Third Floor Education wing

Thermostat is on west wall, midway down the hallway.

Finance office has a separate lock for closet

Dorothy’s room is always left unlocked

Long term records are kept in the “attic”.  To access duck under waist high door.  Light switch displays (red) when light is on in storage area.  Skylight will fool you into thinking lights are on in Pastor Barb’s old storage room.

Water Fountain doesn’t leak, but the water splashes out when it is used a lot.

Access to the roof is through the 2nd door from the south on the west side.  Don’t lock yourself out, use the stick to prop open the door when you go out.

Fire Escape – the chain is only there as a counterbalance.  It does NOT lock the escape in place.

Basement Level of Education Wing

The “Garage” is the door at the north end of the hall, currently used by the Pre-school.  We have dehumidifier there, along with a refrigerator.  One of the timers for the outside lights is there.

Boiler Room:  The phone lines are a mess.  There is a rechargable flashlight there to use.  Keep it plugged in.  The alarm systems are there.  A sump pump is there.  A 40 gallon hot water heater is there (behind the boiler).

Elevator – to access the elevator resets, go into the Maintenance room.  The key to the 
Elevator maintenance room is kept in the lock.

Electrical resets – we have a panel on the east way about mid-way down the hall. 

Water Fountain – does NOT work here.

Phone lines to the kitchen are strung on the ceiling along the west wall.

Original Structure – lower level
Furnace room holds a furnace/ac for the Keller wing and a sump pump.  A.S.P. equipment and tools are stored here, as are supplies for Thirsty Thursday.

Storage room under stairs to Door 6 are used by Weight Watchers

Janitor’s room has a sink, mops, brooms, etc
Pop Machine needs defrosting about every six months and needs to be stocked periodically and funds removed (deposit in normal offering/or in safe).  The coins tend to “trap” at the top of the drop into the coin storage.  They have to be pried out.  This unit is inspected annually by the Village of Lansing and costs $25.00 a year for the permit.

Boiler Room:  There are bleeders on each line on the return pipes.  That usually works better than using the relief valve.  Remove the “hose” before the boiler inspector comes.  We have 4 pumps which are numbered.  Thermostats are on each supply line.  Power is on the north wall to the pumps.  There is a short ladder in the room to use.

Storage next to the Janitor’s room is for the flat plastic tables.  Other flat tables are stored under the serving counters in the Fellowship Hall.

Bleeding the Lines:  There are 4 bleeders in the boiler room on the return lines.  In the fellowship hall there are two more, but they are located ABOVE the dropped ceiling at the top of the piping that is visible on both sides of the F.Hall.  One is above the Lift, the other is directly south on the other wall.

There is a bleeder in the radiator in the stairway to Door 4.  There is a bleeder in the South narthex in the radiator just along side the sanctuary wall.  There is a bleeder in the stairway to the kitchen, hidden by a cutout on the paneling.  When all else fails and we have air trapped in the parlor line, we have to open the relief valve and let it run for 45-60 seconds.  It’s odd, but it works.

The Fellowship Hall will flood when the Village doesn’t open the main drains to the Little Calumet.  We have a back-flow preventer, but our own drainage flood the system (unable to get out to the main sewer lines, it has no where to go but up the floor drains).

Floor Drains – one in the kitchen by the sink, one at the base of the south stairs, one by the water fountain, one in the stairwell to Door 4.

Electrical Resets – Most of the kitchen breakers are in the kitchen, but some are in the CHOIR room.  

Fans:  Switches for the F. Hall fans are in the kitchen.  We also have a kitchen ceiling fan and an exhaust fan for the stove.  Fans in the sanctuary can be turned off in the sacristy

Sanctuary lights – if they are flickering it is usually because the DIMMER switches are not fully on.  There is one control under each pulpit for DIMMER and another for SPOT LIGHTS.

Sanctuary hanging lights can be changed with the ladder from under the balcony when it is set over the pews.

Sanctuary spots require a bigger ladder – one is below the stage in the F.Hall and the other is in the parsonage garage.  Do NOT attempt without a second person as a spotter

Thermostats – one in the F. Hall by the lift is a 7-day programmable.

· one in the sanctuary (north side by the main doors) is a 7-day programmable, but four others in the sanctuary independently control the individual air conditioners  (they are not heat pumps)

Organist needs a separate heating source.  We’re currently using an electric space heater.

Balcony has NO HEAT source.  We should consider offering them a portable unit as well.

Hanging Banners in the Sanctuary – Use the poles stored under the balcony in the two closets.  You will still need a 6’ ladder.

Balcony – Lines for the parlor A/C run along the stairwells.  The A/V committee handles every thing else up there.

Parlor – two independent t-stats for cooling and a third for the boiler (radiant heat only)

Wooden Doors – antiques, they are stubborn.  Karl uses an old fashioned bottle opener to pry the bottom stop up.

Light switches – there is one light switch “hidden” in a bulletin board in the north narthex for that hall.  The other switch is by the big wooden door.

Kitchen – Training is needed for anyone that uses the dishwasher.  It MUST be drained after use.

Parsonage Garage – Pastor has space for 2 cars.  The third “port” is mostly men’s club things, but includes a working Snow Blower that uses gasoline.  A chair lift for the Parsonage stairs is stored here (after Pastor Barb Kell left).

Dehumidifiers – one in N.E. room of nursery school on south wall (elevated).  One in the nursery’s “garage” (storage room).  One by the stage in the F. Hall.  One in choir room closet.  They need to be drained regularly – (maintenance is responsible)

Parsonage – We have two sump pumps in the basement, a washer and a dryer.  There is a hot water boiler for heat.  The air handler for the air conditioner is located in the attic.  The craziest thing here is the low voltage system for the light switches.  High tech in the Nineties, they are a source of aggravation in the 21st century.  We have a “whole house” surge suppressor.  The voltage feed to the house is so irregular.  One of the timers for the parking lot is located in the basement.  

Rodding the sewer should be done bi-annually.  There is an access pipe in Methodist Park about 75 feet east of the parsonage.

Outside weird things:  We have many spot lights on timers located in odd places.  

We have electricity in the manhole located within the circle drive.  Don’t ever go in alone.  Vapors can build up there that can knock a person out.

We have bypasses for many of the downspouts, but they all seen to end up in the main line anyway and lead to flooding in heavy rain when the Village keeps the sewer to the Little Calumet shut.  We’ve been keeping a trash can next to the picnic tables in Methodist Park and it needs to be emptied as it fills up (high schoolers use them a lot and eat mostly pizza there).  The security light above door 1 can be changed with a 12 foot ladder.  Sometimes the sensor is bad and not the bulb.  Similarly, there are sensors located ABOVE the top roof of the Educational wing on the South side.

Electrical circuit boxes are located in:

1-Kitchen – north of entry door – parlor and most of basement are controlled here

2-Choir Room – north of entry door – handles stage and some of kitchen

3-Boiler Room – handles many of the A/C units

4-South Sacristy – sanctuary things are controlled here

5-Keller wing basement – emergency light breakers

6-Elevator access room – has it’s own panel

7-Janitor closet basement, education wing – old fuses handle basement rooms

8-Pastor’s closet (behind his robes) – old fuses handle main floor

9-Storage room with skylight – old fuses handle the upper floor of the education wing

Thermostats:

Each A/C wall unit has it’s own control, located usually pretty close to the physical unit.

Boiler controls are located in Fellowship Hall, North side of sanctuary and Parlor

Boiler controls for ed wing are located in basement hall for two floors and top floor hall
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