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Title:  Instructions for Recording Sermons




1.0

Purpose 
This procedure defines the instructions for recording sermons.
2.0

Scope



This procedure applies to all sermons.
3.0

Responsibility
The Worship Elder is responsible for ensuring sermons are recorded. The Worship Elder is responsible for documentation and training and scheduling volunteers.
4.0

Equipment Requirements 



4.1

Two each JG8.0 Power Distribution Panels (Juice Goose), See exhibits 1 and 2
4.2

Leviton Power Conditioner Panel, See exhibit 1



4.3

TEAC CD-RW880 CD Recorder, See exhibit 2
4.3

Music CD-R or CD-RW DISC
5.0

Documentation


5.1

TEAC CD-RW880 CD Recorder Owner’s Manual
 6.0 
Instructions for Recording Sermons
Important: Before beginning, you must locate and familiarize yourself with the equipment. See exhibit 1 (page 4) and exhibit 2 (page 5). Exhibit 1 is the larger cabinet that houses the main sound room equipment. It sits on the floor right of the soundboard. Exhibit 2 is the smaller cabinet that houses the CD recorder and ipower panel. It sits on the the lefyt side of the soundboard.
6.1
You must follow in this order to turn the large instrument cabinet power on. FIRST press RESET/OFF switch on the Leviton Panel (see exhibit 1) located in the lower left hand corner to RESET. The switch will light up red and the green protection light will come on. 
Next press the POWER switch on the JG8.0 Power Distribution Panel (see exhibit 1) located in the top right hand corner. The switch will light up yellow. Caution: Do not adjust any of the remaining equipment in the cabinet.

6.2
Press the Power Button (see exhibit 2) on the JG8.0 Power Distribution Panel just above the recorder (in the smaller cabinet). The display should say “STAND- BY.”Important – if the display does not lit up saying stand-by,  Push the power switch on the TEAC recorder (see exhibit 2). The display should now say “STAND- BY.”
6.3
To Load a “MUSIC”  CD-R or CD-RW. Caution -The word music or Digital Audio must be printed on the CD-R or CD-RW. Press the Open/Close button (see Exhibit 2). .The display says “OPEN.  Place a new disc on the disc tray with the printed side up, and then press the OPEN/CLOSE button to close the disc tray. The display says “READING” and then says NOW OPC and then “Blank 000”.
6.4
Press the Input Select button (see Exhibit 2) until the display says “ANOLOG IN” and then “Blank 000”.
6.5
.  Press the AUTO/MANUAL (see Exhibit 2) button until displays says “MANUAL”.and then “Blank 000.”
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6.6
Press the RECORD button    (see Exhibit 2). The unit is now in the record standby mode. The display says WAITING and Then TRACK 1  0000.
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6.7
At the beginning of the service press the PLAY      button. (see Exhibit 2)   The recording has started. The counter should be started and the display says “TRACK 1” and the time counter starts. If nothing changes: This will record everything on a single track; however the sermon needs to be on its own track. See 6.8
6.8
Just prior to the Pastor’s introduction of the scripture reading, press the RECORD button(see exhibit 2)  . This will cause the recorder to go to the next track. The display says “TRACK 2” and the counter begins.

Just after the Pastor completes the prayer at the end of his sermon (after the amen), press the RECORD button(see Exhibit 2)  .  The display says “TRACK 3” and the counter starts. 

Note: The sermon must be on it’s own track; however, for example, you would like to record a solo or something else on it’s own track(s). Follow the procedure as described above, just ensure the sermon is on it’s own track which does not have to be track 2.
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6.9
When the service is completely over,Press the STOP      button(see Exhibit 2) .The display says “PMA WRITE” and then track 3 and the number of minutes recorded ie 10:25
6.10
Press the FINALIZE button(see Exhibit 2).  The display will say “FINALIZE”. Caution, This only prepare for finalization, you must continue to the next step.
6.11
Press the PLAY > button (see exhibit 2). Finalization starts and the display blinks “TOC and the time counts down ” and then says complete the time appears. When finalization is completed, the display says Track Complete and the Total Tme.
6.12
Press the OPEN (see Exhibit 2) button and remove disc (see exhibit 2). 
Using a permanent marker write the date (mm/dd/yr) on the printed label side of the CD. Place the completed CD on the table just outside the Church office.
6.13
Press the Power Button (see Exhibit 2) on the JG8.0 Power Distribution Panel just above the recorder. The switch will not be lit. This turns the recorder power off. Caution never use the power button on the recorder.
6.14
You must follow this in order to turn off the power to the large instrument cabinet (see exhibit 1). FIRST press the POWER switch on the JG8.0 Power Distribution Panel located in the top right hand corner. The switch will not be lit.  Next press the RESET/OFF switch on the Leviton Panel located in the lower left hand corner to RESET. The switch and the green light will not be lit. 
7.0
Revision History.
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          EXHIBIT  1 


(Large Instrument Cabinet)





POWER





 Do Not Adjust Any of this Equipment or Soundboard.





Only Authorized personnel are allowed to          perform maintenance or adjustments.





off





LEVITON





PROTECTION





GOOSE





JUICE 





RESET





Caution





RESET





JG8.0 Power Distribution Panel
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