


SAA Gallery Open and Closing
For folks who have keys
OPEN
· Open both sets of doors.   Keys for the “2nd doors” are in the cash box.
· Get the cash box out and put it under the counter
· Open the windows if appropriate
· Turn on all the lights:
· 3 Switches just inside the door (for big black lights)
· Plug in spots left of main door
· Plug in spots next to brick support column right of main door
· Plug in spots that share ext cord with phone on wall by register
· Plug in the spots in the gallery section on the right side of the black wall
· Plug in both display cases
· Plug in the “Christmas lights” on all 3 windows
· Turn on the ceiling fan in gallery if desired (switch is on back wall, labeled) – only one works
· Turn on the ceiling fan by the storeroom if desired.  Use the pull chain.  If that doesn’t work, try the switch that’s high on the back wall by the brick column
· Turn OFF the outside lights at the circuit breaker
· Unlock the bathrooms if they’re locked.  Key is in the cash box
· Empty the trash.  Key is in the cash box
· Remind the “sitter” to read the instructions in the operations binder and do their bit for first shift
CLOSE
· Check that the “sitter” has done their bit for last shift (see instructions in operations binder)
· Put the cash box away
· Close and lock the windows
· Turn out the lights EXCEPT 
· Leave the xmas lights on  for safety purposes
· Turn ON the outside lights at the circuit breaker  except on Sunday, ie. Outside lights are on Thurs, Fri, Sat nites
· Turn off the 2 ceiling fans and ‘stand’ fan
· On the secondary doors, be sure to throw the top and bottom latches on the door without the lock, and bolt the door with the lock to it (from the inside)
· On the main doors, be sure to throw the top and bottom latches on the door without the handle, then lock the door using your key, then turn the outside latch at the top
MEMBERS WHO HAVE KEYS
Exec Committee:  Ellen Hardy, Henry Z, BJ Larson
Retail Committee: Wendy Snow-Lang, Ellen Garvey, Laura Dandaneau, Jan Condone, Monique Luijben
Volunteers:  Dan Browne, Pam Perkins, Jack Walsh
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