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Morguelan Energy Institute 

Austin Energy Treatment Facilitation Guide 

Welcome 
This document is the guide that outlines the preparation, setup, facilitation, & teardown for the Austin 
Treatments. 

Serving in the Energy as a Facilitator 
Dr. Barry Morguelan (Dr. B) wants all Facilitators to have a successful experience facilitating the flow 
of Energy around the Austin Energy Treatments. We welcome you to the team and thank you for your 
service and willingness to deepen your connection to the Energy! 
Participating on the Austin Treatment Facilitation team is a chance to learn and grow with Source 
Energy. All Facilitators support the flow of Source Energy at this special event. We are a team 
working together to enhance the Participants’ connection to Source Energy, our own individual 
connection and growth with Source Energy, and Dr.B’s work to successfully provide Individual 
Treatments for the Participants. 
We win as a team by supporting each other and providing a clear path for the Participants to integrate 
Source Energy from their Treatments. 
Our commitment is for each of you to have: 

• A clear job with a description of your tasks 
• Job descriptions for all jobs to assist with cross-training 
• Breaks – to be enjoyed outside 
• Walks outside or Energy practices inside (Ideally 10 minutes for every hour facilitating) 
• Time to journal and look for upticks 
• Miracles while facilitating to share with Dr. B  

To support yourself please bring: 
• Goals for your personal life and for successfully facilitating in your role on the team 
• Your uptick journal and goals notebook  
• A printed copy of your job found in this manual 
• Outer clothing (coat, sweaters) to keep you warm if you are outside 
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• Wear a big Energy smile. It is such an uplifting experience for everyone when you do! Let’s 
greet each other, the Participants, and Dr.B with big wide smiles of thanks and gratitude to 
give everyone a boost throughout the event. 

• Your wonderful selves ready to play and connect with your Energy community! 
A few requests: 

• The day(s) you are facilitating, please arrive at the Treatment location well rested, wearing 
comfortable clothes, and being alert and aware. The Kitchen Facilitators, Greeters, and 
Participant Team Lead is asked to arrive to the Treatment House at 8:00AM, the rest of the 
Facilitation Team are to arrive at 8:15AM. If you are running late, please contact the Shuttle 
Team Lead to let him/her know. If you leave a voicemail message, wait for confirmation that 
the message was received; if not call back! 

• The day(s) you are facilitating, anticipate where the matrix could interfere with your day and 
plan for it.  For example: 
• Alarm may not go off on time:  Set two alarms and check that the alarm is set for AM 
• Prepare a checklist the night before  
• Pack and prepare what you need the night before so that you have sufficient time 
• Leave early!  When you arrive early, do what Dr.B does and do a breathing exercise! You 

can also journal and write goals for the day while waiting in your car. 
• Review any house-specific travel and parking instructions; note if you will be parking off-

site and shuttling to the house. Also note the phone number of the shuttle person the day 
you are facilitating.  

• As you are serving in the Energy, write down the goals you are working on. You will be asked 
to write up your facilitator wins and / or victories from having been so immersed in the Energy.  

• We would also like to receive your feedback from the event. Your input is very valuable and 
appreciated. We are committed to improving the event every time, so please let us know what 
you think and what Participants are reporting. You don’t need to have the solution, and all 
suggestions are welcome.  

Prepare for having a wonderful facilitation experience by getting extra sleep for the two weeks before 
the event. Doing extra stay connected Source Energy practices is also a wonderful way to keep the 
matrix out and to have you be fully energized and supported! Please:  

• Set cell phones to vibrate, but off, during morning meetings and wrap up. Don’t use cell 
phones and laptops in view of Participants unless it directly relates to your facilitation role. 

• No tea filling during group guided breathing visualizations. 
• Reserve the front row chairs and couch seating for Participants. Facilitators are seated behind 

them for morning and afternoon meetings. 
• Only use blue painter’s tape at the Treatment location home to insure nothing sticks or 

damages their home. 
• If you delegate a task to another person, ask permission from the your Team Lead first.  If not 

able, ensure the task was done completely in case there are issues that came up that you 
didn't know about. 

• Dr. B would like the Facilitators to refer to the Participants by name. 
• When working in the Energy, double check. Dr. B teaches us to keep the matrix out, and one 

way to do that is to double-check that things are completed successfully. By double-checking 
that things are complete, we improve our communication and catch problems so we can 
quickly resolve them when they are small. Please use this process and be prepared for when 
it will be asked of you, knowing that you are facilitating the Energy. 

Your most important job, and biggest gift of facilitating, is to stay connected to the Energy.  As 
Facilitators please attend the morning meeting along with the Participants, participate in the group 
breathing guided visualizations, and do your Energy practices throughout the day so we all keep the 
vibration of the Energy strong and powerful all throughout the day. 
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Thanks so much for facilitating with The Morguelan Energy Institute.  

Participant Preparation for a Treatment Session 
The first step towards a Participant receiving a treatment is their viewing of the Energy Briefing Video 
led by Stewart Esposito. After viewing the online video, participants interested in having Energy 
treatments, contact Stewart Esposito to have phone conversations that complete their goal process. 

Set the Date & Signing Up the Participants 
Treatment dates are scheduled a year in advance. Patty Cruz handles scheduling of the Austin 
participants, their applications, and payment processes. Two weeks before each event, Patty sends 
out a logistical email to the Participants preparing them for the upcoming event, giving them specifics 
on arrival information (directions, what to bring and confirming the treatment dates). Patty Cruz and 
Erika Henderson call the Participants to reconfirm their participation and prepare them for the 
process, reporting a summary to Stewart Esposito and Ashley Hartley. 

Facilitation Team Preparation for Austin Event 
All Austin Events are highly successful. The people being treated have wonderful Energy experiences 
and they get everything they need to sustain their stay-connected practices after the Event for the 
rest of their lives! 

Preparation for the Austin Treatment Facilitators begins approximately six to eight weeks prior and 
involves various weekly steps led by Ashley Hartley. Sara Esposito collects and organizes data on 
team members’ availability and communicates essential logistics to the team throughout the 
preparation time. 

Identifying the Facilitation Team 
• One month prior to the event, the facilitation team is assembled. People are invited to facilitate 

by email. 
• Ashley Hartley (with Dr.B) ensures that all jobs are filled with the appropriate Facilitator and 

that there are opportunities for cross-training and developing everyone’s Facilitation skills.   
• Facilitation schedule and Guide are sent prior to event 
• Each facilitator receives a one-on-one training call with an experienced facilitator to support 

the person in having an Energy-filled facilitation experience and clear out any matrix that 
might be in the way. 

• Each Facilitator participates four facilitation training experiences leading up to the event—3 
audio recordings from Dr. B, an individual training call with a senior facilitator, and a group 
video conference led by Ashley Hartley. Participating in these training events is a pre-requisite 
to facilitating at the Treatment house. 

Prior to the Austin Energy Treatment Week 
• 10 Days Before Austin Event: Sara Esposito sends all Facilitators an email with instructions 

on how to use our Team webpage to access all the information you need to be successful with 
your Facilitation experience. 

• Three Audio trainings from Dr. B: There are several links to audios from Dr. B located on 
the website. Please listen prior to your Individual Training call and Group Video Conference 
call. 

• Group Team Video Conference: Facilitators are asked to participate on a live team video 
conference before Treatment Week. Call times and dates will be sent by Sara Esposito. She 
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also sends email reminders with the conference call information and access code. The 
objective of the call is to connect us all to Source Energy, align us as a team, go over valuable 
guidelines for Facilitation and working around Dr.B, and to answer any questions. The call is 
led by Ashley Hartley and will last approximately 75 minutes. Dr. B requests you attend this 
call live because you will receive more benefit, but if someone is not able to be on the call, a 
recording will be provided. Please check in with your Individual training call facilitator to 
confirm that you listened to the call and to address any questions. 

• Individual Training calls: Facilitators are asked to participate in one individual training call 
with a Senior Facilitator prior to facilitation at the Treatment house. Call times and dates will 
be arranged between you and the Leads and will be sent via text, email, or voice call. You will 
coordinate a time that works for you both. Please be prepared to read through your job 
description on your call. 

• Wednesday Before Austin Event: Sara Esposito provides the Shuttle Leads with a list of 
facilitator’s names and contact numbers as well as the names of the facilitators who do not 
need to be shuttled. 

The Event Lead 
Ashley Hartley serves as the Event Lead for the Austin Treatment Events. She works closely with 
Dr.B to provide successful operations for the entire event. This includes interviewing and approving 
new facilitator team members, pre-training for all team members, logistics and decision-making prior 
to and throughout the event, successful completion of all facilitation jobs, and implementation of 
feedback and improvements for future events. 

On the day of your facilitation at the Treatment house, please connect with Ashley. She will work with 
all teams to ensure all facilitators are successful with staying connected to the Energy, their post, and 
responsibilities so that things run smoothly for all the participants being treated. The goal is that all 
Participants are supported in a powerful Energy way throughout their treatment day experience. 

Ashley will organize and lead team meetings for all teams—Wednesday before set-up, Thursday 
during the morning meeting, Friday during the morning meeting, and Friday evening before tear-
down. The purpose of these meetings is to connect to the Energy and align as a team. 

All Facilitators should share with Ashley all the Energy miracles you experienced facilitating and any 
feedback or improvements you suggest for future events. 

Ashley’s position is about serving the Energy, Dr.B, and the team! 

The Event Advisors 
Stewart Esposito and Ashley Hartley serve the Energy, Dr.B, the Participants, and the Facilitation 
team as Event Advisors. They have been working and studying closely with Dr.B for many years. 
Together they have knowledge and wisdom to share with all Facilitators and Participants that will 
prove extremely valuable for deepened growth with the Energy. Dr.B encourages you to connect with 
them as respected and seasoned advisors. 

As Event Advisors, they work directly with Dr.B to determine the overall direction and evolvement of 
the Austin Treatment events. 
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Storage Run - Tuesday and Saturday 
As a Storage Run team member you have a very important role! You create a space for the Energy 
at  the very beginning of Treatment week that sets the tone for the entire Team and Dr. B all week-
long. Doing this role in the Energy is essential; and doing it in the Energy is one of the biggest gifts 
from this job, because you get to practice doing physical work in the Energy. The “China experience” 
is at play on this team because it resembles an aspect of what Dr.B had to go through in his Energy 
training in China. 

It is key that you prepare by amping up your Energy exercises in advance so that you are ready for 
anything that may come up in this role. Please remember that this job requires physical work and so 
we recommend that you refrain from any heavy workouts beforehand. Doing your Energy exercises is 
the best thing you can do! 

Your job will include meeting your teammates at the Energy for Success storage facility to collect all 
of the boxes and furniture used for the Treatment Events and transport them to the Treatment Event 
location. You will use your personal vehicles (suvs recommended) OR you will rent a moving van. 
This usually happens Tuesday night before Treatments OR Wednesday morning. 

We appreciate your flexibility as each Treatment Event is quite unique! 

Storage Run Checklist: 

• The week before Storage Run, a designated team member orders the Uhaul van (9ft moving 
van) from the rental facility at  

   6610 Burnet Road, Austin, TX 78757 and Phone #: 512-302-3604 

• On Monday evening of Treatment week, please text your Team Lead (if he/she has not 
already connected with you), and coordinate the exact time for your meeting (Tuesday night 
or Wednesday morning). Normally it is Tuesday at 6:00pm. 

• On the agreed upon day for your duties, double check that the van is ready for pickup at the 
address above. Call to confirm this BEFORE 4:30pm. At your agreed upon meeting time, two 
team members will carpool in one car to retrieve the rented Uhaul from the rental facility. 

• Inspect the Uhaul for any signs of damage. All damage must have little X stickers marking it 
or they will assume you caused the damage when you return the vehicle. 

• All team members arrive at the storage facility by 7:00pm on Tuesday (unless scheduled for 
other time) at: 

   Extraspace Storage 
   6412 Burnet Road, Austin, Texas 78757 
   Entry Code to the front door and gate (if using loading dock) = *4321# 

• Team lead will provide guidance on where to locate the Energy for Success storage unit at 
the facility as well as the Storage unit Lock Code. 

• Take (3) carts from bottom floor up to the storage unit and load them up. If you cannot find 
the carts at the front door, you can find them at the loading dock in the back of the building. 

• Load the plastic bins onto the carts first. Evaluate the tops and the sides of the bins to make 
sure they are stable to stack. Load the bins high enough to maximize space and the number 
of trips you need to make, while also being mindful that you want to have control over the 
carts, without bins tipping over or the carts being immobile. The ideal stacking height for bins 
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tends to be about as high as eye level. Please keep in mind that you will have to roll over 
bumps in and out of the elevator! 

• Take your first load of 3 carts down to the uhaul van or vehicles and unload them into the haul 
van. Please keep in mind that you will need to plan in advance for where the 3 large Chinese 
screens will need to go in the transport vehicle. 

• Repeat this process until you have loaded all items from the right side of the storage unit. The 
left-side of the unit is for Energy for Success lectures, NOT Treatment events. There will be 
some bins and loose items on the Treatment event side (right side) labeled NOT NEEDED 
FOR TREATMENT. Please refrain from transporting those items. 

• On your last trip, please scan the left (Energy for Success Lectures) side of the storage unit 
and make sure you DO take the following items to the Treatment Event location: 

   Wine 
   Clover leaf table 
   2 black round tables 

• After your last load has been loaded onto the Uhaul, please put the carts back where you 
found them. Drive the Uhaul moving van to a designated Storage Run team member's house 
to leave overnight in order to transport to the Treatment Event for setup on Wednesday. 

• On Wednesday of Treatment Event set-up, please arrive on time to the Treatment Event 
location. This is key since all the set-up teams rely on you to begin their duties. 

• All set-up teams should share the work of unloading the Uhaul van and carrying the bins to 
their designated areas (using the labels on the bins). If necessary, please use the Energy in 
your communication to remind all set-up team members to help you with this task. 

End of Event  - Storage Run Checklist: 

• After the Event has concluded, return the EFS bins and supplies to storage. 

• Please load the storage unit with items NOT in bins to the back of the unit. Bins will be 
positioned to the front of the unit. This allows for the bins to be the first items loaded onto the 
Uhaul van during set-up at the next event. 

Ordering Participant Catering - Tuesday 
As the Facilitator ordering Participant food catering, you are a contribution! Your actions today will set 
up an effortless flow for teams on Thursday and Friday. 

Please call in the catering order to Central Market Westgate no later than Tuesday before 
Treatments. If you are a proactive person then you can place the orders as early as you like. The 
order is booked and Central Market makes everything on the mornings of our event so it is fresh. 

Central Market Westgate 
4521 West Gate Blvd, Austin, TX 78745 
(512) 899-4300 

When you call to place the order: 
• Please confirm that you are ordering from Central Market Westgate (since there is more than 

one location in Austin) 

Confidential - Morguelan Energy Institute Pg        Austin Energy Treatment Facilitation Guide              Jul 10, 2017      8



• Ask for the catering department to place your order 
• Please let the catering representative know that you are placing two orders, one for Thursday 

and one for Friday. Both orders are identical. 
• Let them know we are making this order gluten-free. We know they are not a gluten-free 

kitchen but ask that they prepare sans wheat products which they can easily do. 
• Let them know the order is for pick-up on Thursday and Friday at 11:00AM (our Runner 

Facilitator picks this up) 
• Provide your own credit card and ask CM to email you receipts. Submit these via expense 

report to Ashley Hartley and Yvette Garay during Treatment Week at your convenience. 
Please don’t wait to submit. 

• Text Ashley once you have placed the order so she knows it is complete. 

Order for Thursday and Friday (exactly the same for both days): 
• 1 Large Mediterranean Platter with Hummus and Tzatziki (No tabbouleh because of gluten, 

extra dolmas to replace) 
• 1 Small Grilled Chicken Platter + add 1 extra pound of Grilled Chicken Breast to tray, with 

Lemon Aioli dipping sauce 
• 1 Small Garden veggie platter with Love Dip 
• 1 Cranberry Kale Pepita salad 

Airport Snack - Tuesday 
A Facilitator prepares the snack Ashley and Justin Hartley take to the airport when Dr. B flies in on 
Wednesdays before treatments in Austin. 

Shopping for snack – First, please confirm with Ashley who will be picking up Dr.B from the airport. 
Only buy enough groceries for a good-sized snack for one person. These items are best purchased 
on Tuesday so snack can be prepared that night or early Wednesday morning. This allows the snack 
bag to be delivered Tuesday evening or Wednesday morning to the Hartley’s. 
Preparing snacks - Attractively arrange snack items in small glass or plastic containers. Please use 
your own containers. Place all containers with ice packs into a small cooler. Add enough ice packs to 
keep everything cool for several hours. You will be responsible for retrieving these items at the 
Hartley house on Thursday or Friday.  
In a ziploc, add napkins, fork, spoon, and extra paper towels. 
Delivering Snacks –Please contact Ashley Hartley to coordinate the delivery time of the snack to her 
home. 

Sample Snacks – 
• Always include a bottle of green juice from a local juicery (ask for guidance on which brands) 
• Always include a combination of fruits or fruit salad (E.g Fuji apple slices; sweet clementines 

or tangerine slices already peeled; sweet grapes washed and off stems, strawberries, 
blueberries, raspberries. Whatever is in season and fresh.) 

• Always include an assortment of veggies (small carrots; celery sticks with hummus or spicy 
cream cheese like dip.)   

• Other options that you may want to include: Crackers and cheese (Rice crackers, cubes of 
cheddar, gruyere or spicy Monterey jack type cheese are fine),  Mixed olives. Gluten free. 

• Small amount of salted nuts & trail mix, walnuts or dried almonds. 

FINAL job on snack role –Please coordinate with Ashley Hartley to retrieve your cooler and cold 
packs from the Hartley’s. This should be coordinated BEFORE Treatment event begins. 
Confidential - Morguelan Energy Institute Pg        Austin Energy Treatment Facilitation Guide              Jul 10, 2017      9



Setup Day at the Treatment Location - Wednesday 

Treatment House Set Up 

The transformation of the Treatment Location is amazing.  It goes from a beautiful home to a sacred 
space filled with the Energy. Everyone involved in the set-up facilitates the Energy in this wonderful 
shift.   

Dr. B starts the process way before he arrives in Austin. It is important to have the team connected to 
the Energy so we don’t bring the matrix in, when he is purposefully removing it from the Treatment 
Location, inside and out. The backyard and surrounding area is also filled with Energy. Notice the 
presence of the Energy as you drive into the neighborhood.  

It is a great honor to serve the Energy and Dr.B on the Treatment House Set up and Tear down 
Teams. Ashley Hartley is the Event Lead and her role is to support and provide guidance for all team 
members throughout Set-up, Tear-down, and throughout the Treatment event. Please use her as a 
resource for a successful Facilitation experience and allow her to support you. 

The goals of the system are: 
• Build an energized and beautiful treatment setting for Dr. B. and the participants. 
• Faster and more accurate setup / teardown 
• Foster leadership and learning in the Energy 
• Teamwork and encouragement of all team members 

Costco / HEB / Whole Foods Shopping - Wednesday 

Treatment Event shopping is a true Energy adventure! Many of our shoppers have had magical 
experiences using the Energy to complete this important task. The goal is to successfully locate and 
purchase ALL the items on the shopping list because they are direct requests from Dr. B and we 
honor him and the Energy by following through. What is amazing is that he sets up this experience for 
you to be successful finding all items when you use the Energy! 
Shopping is typically a team of two or three facilitators and done at suggested grocery stores like 
Whole Foods, Costco, HEB, Office Depot. Sometimes a special item isn’t available at the suggested 
stores and you may need to get creative to find items elsewhere, such as Wheatsville Co-op and 
Central Market. 
Another team of facilitators will set up & prep the groceries and kitchen supplies for the event. (It is 
necessary to have someone strong to handle loading and unloading the water). 

The Event Lead determines the shopping lists for whole the event based on Dr. B’s specific requests. 
The shopping lists will be emailed to the Facilitators doing the shopping by the Monday before the 
Treatment event. Please review the shopping lists and get back to the Event Lead with any questions 
by Tuesday. Contact information is located in the final page of this Guide. 

• Get into the Energy and the experience of “team” with your fellow shoppers. Coordinate 
together ways to support each other during the process. Sometimes your store may be out of 
an item and your partner in shopping can help you out. 

• Plan ahead by calling the suggested grocery stores (and others if necessary) to see if they 
carry the items you need to purchase. E.g. This could save you driving time if you know that 
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organic papaya is only available at Wheatsville Co-op. E.g. This can also save you time if you 
end up having to make multiple stops at different stores. 

• The shopping is done on Tuesday evening or Wednesday in the morning and is delivered to 
the Treatment Location at a time set between the shoppers and Event Lead. Please 
coordinate with the Event Lead in advance and let her know what time you will be doing the 
shopping and make sure you arrange with her in advance when it is a convenient time for you 
to drop off everything at the Treatment location, either Tuesday night or on Wednesday 
morning. 

• Please buy only the items and brands detailed on the shopping list. If you have questions or 
doubts while shopping as to what to buy, please call the Event Lead. Please note that there 
may be things on the shopping list with a note in the right hand column that says “don’t buy.” 
This is because some items are only purchased a few times per year.  

• Please allow at least 2 - 3 hours for shopping (not including drive time). Use the Energy to see 
how you can plan ahead to save time and avoid traffic. 

• When purchasing fruits and vegetables, please select the freshest in-season produce 
possible. Check and double check the shopping list as you go, and before you depart the 
store. 

• If you are unable to locate a specific item, please check in with the Event Lead. 
• When you drop off food at the house, please also leave the shopping list with each item 

checked off for the Kitchen Set-Up Lead to review. If a substitution was made, please note this 
on the list.  

• The Facilitators setting up the kitchen on Wednesday will check the lists and the inventory and 
the Runner will go out and purchase any needed items. 

• Complete your Facilitator Victories forms making special note of how all the training Dr. B is 
giving you around the Treatment Events is showing up for you and creating wins! What are 
you learning from his training and what is the Energy showing you? Where did you use the 
training for this event to create wins? 

• Fill out your feedback form so we can improve the Treatment Event every time! 

Kitchen Setup Checklist - Wednesday 

The Kitchen Set-up Lead should: 
• Print out two (2) copies the Kitchen Item Inventory Checklist and bring to the Treatment 

House. The Event Lead will provide this document for you. If you have not received the 
document within one week of set-up, please reach out to the Event Lead for this document. 

• Upon arrival to the Treatment location, please ask to connect with the Event Lead about any 
specific ways to set up the kitchen to accommodate the event. If the Event Lead is off-location 
during set-up, then please do your check-in via phone. It is likely you will need to check-in 
multiple times as you go through the set-up process. All questions and clarifications are 
welcomed and appreciated! 

• Upon arrival to the Treatment House, please align with your team by getting into the Energy 
together through the sharing of wins and goals. The Event Lead may do this in the form of a 
event-wide team meeting. 

• Your goal is to create a Zen vibe in the kitchen that facilitates Energy-filled food for the 
Participants, Dr.B, and the Facilitation team. 

The Kitchen Set-up Lead and Team should: 
• Please wear tennis shoes and comfortable clothing with layers so that you can adjust as your 

body heat fluctuates throughout the day. You may get cold—no matter how hot the day is—
you may get cold, so please bring a jacket. 
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• Participate with all of the other Set-up teams to collectively carry all of the storage bins from 
the Uhaul van or garage into their designated areas of the Treatment House. Please help 
carry all bins regardless of whether they are for your specific area. It makes a huge difference 
when we all pitch in together because the work is completed so much faster and more 
effortlessly. Always use two Facilitators to lift heavy boxes. 

• Double check that all storage bins of kitchen items that are labeled (Boxes 1 through 13) for 
use in rental home are staged in the kitchen area. Open boxes 7, 9, and 10 first. 

• Please leave Box 2 empty for use during tear-down. 
• Before moving anything, the Kitchen Set-up Lead should please take pictures with a phone of 

the counters and visible kitchen area so the Tear-down teams can easily return the kitchen 
location to its’ original condition after the event. 

• Determine any items in the kitchen that can be relocated off the counters and into cupboards 
so that the kitchen looks streamlined and neat. 

• Review purchased food and other items against the shopping list to make sure everything is 
there. Note any missing items on a sheet of paper (if any) in a shopping list format. Discuss 
missing items with Event Lead and text the shopping list (either take a photo of the list you 
made or type the list into a text so the Event Leads may assign someone to purchase the 
missing items prior to Thursday morning). 

• Locate the bag of EFS clean towels and remove the white hand-size kitchen towels and place 
into an available drawer. Use post-it note (available from EFS office supplies) to label EFS 
towel drawer. It is preferred that you use the kitchen towels provided by the rental home 
FIRST if any are available. Please check all the kitchen drawers to verify what towels are 
available and provided by the rental house and place in area that is easy to locate and use by 
the kitchen team. 

• NOTE 1: At this point, pull out the kitchen inventory checklist to assist with set-up. You should 
have a total of 13 inventory sheets for items stored in Boxes 1 through 13. Please note that 
not everything needs to be pulled out of each box and used. Please consult the Event 
Lead what can be left in storage bins. This can be done well in advance of the actual 
event, or by phone on Wednesday of set-up.  

• NOTE 2: Please use the rental home’s dishes, serving platters, and towels if available. It is 
much easier to use the rental home’s items instead of having to unpack EFS goods. Use 
rental property kitchen items first and only pull out EFS kitchen items as needed to augment 
rental house supplies. 

• As you remove items from each storage bin, note how many of that item is removed in the 
‘Quantity Unpacked Column’ as well as the ‘Condition Upon Arrival’ which means how many or 
what portion is remaining in the item. E.g. 25% of the salt grinder is left, then you write 25% in 
the ‘Condition Upon Arrival’ column. IT IS CRITICAL THAT YOU NOTE YOU REMOVED THE 
ITEM FROM EACH STORAGE BIN SINCE THIS SAME ITEM WILL BE RE-PACKED IN THAT 
STORAGE BIN DURING TEARDOWN. 
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• If you notice an item is in a storage bin that is NOT on the inventory sheet, please add it to the 
inventory sheet by hand and we will be sure it is included on the next version of the inventory 
sheet.  

• Please double-check inventory of expendable supplies to make certain that enough paper tea 
cups (50+ minimum), plates, bowls, napkins, & plastic flatware supplies (100+ minimum) have 
been replenished to last for the entire 3 days. 

• As you unpack, note using post-it notes on the drawer, door, or other area what items you 
have stored where to make it easy for the kitchen crew to locate items on Thursday and 
Friday. 

• Put the following items in a conveniently located cabinet or storage closet as neatly as you 
can: bag of small plates, napkins, cups, lids, extra-large bottles of water, a few rolls of paper 
towels, a large baggie of plastic spoons, one of forks, one of knives. 

• If the Treatment locations DOES NOT have kitchen items—Layout two white towels on the 
counter where there is plenty of space to stage – this is the staging area for all plates, serving 
ware, and silverware. Set the EFS toaster near the stove on the wall with the outlet. Unpack 
all dishes and set out neatly by size and type to allow easy access. If the Treatment locations 
has dishes and kitchen-ware, then please DO NOT unpack the EFS items. We will use what 
the location provides. 

• Put two tall and two short glasses in the freezer. 
• Set out three glasses on the dining room table; fill with plastic knives, forks, and spoons.  
• Set out the two water heaters for tea on a kitchen counter where there is plenty of access 

space for Facilitators and Participants to use using a power strip (from office supplies if not in 
kitchen boxes). Note: The third dented hot water heater goes to the Treatment Room area. 

• Plug in to the power strip 
• Fill each heater with water to the fill-to line on the inside of the heater and turn on the power 

strip. 
• Double check in 10 minutes that the power strip stays active. Sometimes plugging all three 

water heaters will trip the outlet, so one unit may need to be plugged directly into the outlet. 
Make sure that at least one water heater is plugged in so Dr. B can have tea when he arrives.  

• Bring in two boxes of Ozarka water from storage (4 large, 2.5 gallon waters total) All boxes 
and extra supplies get returned to a convenient storage closet in the home after they have 
been unpacked. You may open the boxes and carry the water bottles up individually to reduce 
weight load. 

• Set out MEI condiments to one side of the stove top.  
• Set up prep area for Dr. B’s tray on a spacious counter where there is room to work. 
• Return all storage boxes and extra supplies to the designated storage area. 
• Locate a large plastic bowl from the Treatment location to place in the sink for quiet 

washing of dishes during the event on Thursday and Friday. If you are unable to locate 
one in the Treatment location then please ask Treatment Room lead to borrow one of their 
large red plastic bowls. 

Food Storage Set-Up: 
• Please note that the menu for the day may change from time to time, and that platters may be 

ordered in lieu of food items that need to be prepped. Check with Ashley Hartley about this 
before the event  

• Put perishable foods in the refrigerator neatly and so that someone can look in the fridge and 
easily see what is available. Maximize space wherever possible. Where possible, separate all 
of Dr. B’s items and food on different shelves so that it is not confused with Participant food. 

• In the case that no platters are ordered, all fruits & veggies are washed (except berries), 
divided into 2 days in plastic bags and labeled for each day and stored appropriately for use. 
As much as possible, please also note if item is gluten free (or not) as appropriate. 

▪ Check strawberries & leave out to ripen if necessary 
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▪ Any fruits that are a little green go in a brown paper bag (if available), labeled, 
in a fruit bowl on the counter 

▪ Do not wash any berries, leave these in the original container in the fridge 
▪ Cut up papaya (if purchased). Put in two separate containers, squeeze a lime 

over it. Leave the lime in the container. 
▪ Cube large watermelon for participants (if there is a watermelon available) 
▪ Grapes are washed taken off the stems and divided into Day 1 and Day 2 bags. 

• In the warmer months only and if enough tea balls are available, steep energy tea and set 
aside for Thursday and Friday to make energy iced tea. Confirm with the Event Lead before 
doing this. 

• NOTE: During setup, all foods are removed from plastic and placed in zip-locks to keep the 
noise of opening packages to the minimum once treatment day begins. All Participant foods 
are halved and labeled Day 1 & Day 2 packs. As much as possible. 

• Place the following foods and items in the pantry on the shelves sealed in baggies so the food 
does not attract ants, organized neatly so that items are easily visible. 

▪ One box each of plastic wrap, aluminum foil, large baggies, and small baggies 
▪ All bread must be stored in large baggies (in fridge if room) so it does not 

attract ants. 
▪ Label one loaf of the multigrain or gluten free bread “Dr B’s Bread”. 
▪ All nuts, cookies, trail mix, chocolate covered cherries, chips and crackers 

should be in Day 1 and Day 2 bags. 
▪ Obtain a cup of the tea balls from Krista Dillard who brings the energized tea to 

the treatment event. Keep some extra cups and lids on the counter behind the 
three hot water heaters. 

• All of Dr. B food items are labeled so not accidentally eaten by others 

Completion of Kitchen Set-up: 
• If the Friday Kitchen Tear-Down Lead is a different Facilitator than YOU, please make 

arrangements with the Event Lead to have the Kitchen Inventory sheets available for that 
person. 

• Please call the Kitchen Lead for Thursday and Friday to verbally walk them through where you 
have stored items. This will facilitate her work upon arrival on Thursday and Friday. Event 
Lead can provide you with contact info if necessary. 

• Give the inventory sheets (Boxes 1-12) to the Event Lead for safe storage, or at the request of 
the event lead, store the inventory sheets in a safe drawer and text the Event Lead and the 
Friday Kitchen Tear-down lead the location so that on Friday the Kitchen tear-down Team has 
the sheets to correctly pack each item during tear-down and note anything that is used, 
broken or missing as they pack the plastic bins. 

• All shoppers should complete their expense reports on-site before leaving and hand them to 
the Event Lead. Or email them to the Event Lead by Treatment Event tear-down on Friday 
night. 

• Complete your Facilitator Victories forms making special note of how all the training Dr. B is 
giving you around the Treatment Events is showing up for you and creating wins! What are 
you learning from his training and what is the Energy showing you? Where did you use the 
training for this event to create wins? 

• Complete your Feedback Forms BEFORE you leave for the day. Please hand both of these 
directly to the Event Lead. 

Treatment Room Setup - Wednesday 
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The Treatment Room Set-Up team transforms the designated space for Treatments to a sacred 
Energy space. The Treatment Room area includes: 

• Treatment Room 
• Bathroom 
• Dr. B Office 

Prior To Treatment Room Setup: 
All team members should take time to meet with your Lead to connect and align as a team. Share 
upticks and get into the vibration of the Energy together. Throughout setup, allow the Energy to flow 
through you to create the sacred Treatment Room space. Placing crystals, fountains, and flowers 
comes from the Energy rather than thinking your way through. Engage in focused, purposeful, and 
Energy-rich conversations that support the set-up process. Keep in mind that sometimes silence is 
best. 

Breaks: 
Team members are encouraged to take breaks and drink green tea throughout the setup process. 
Please coordinate with your Lead at the beginning of the day to determine the best times for this so 
as to maintain the successful flow of Energy throughout setup. 

Sample Schedule: 
3:00PM Start— 
Phase 1 - 60 minutes - everyone focuses no calls no distractions  
a. Furniture moving and cleaning 
b. Rug down 
c. Linens on beds or tables/screens/ treatment table 
d. prep and start phase 2 

15 min break - calls and food 

Phase 2 - 60 minutes 
a. Fountains 
b. Bed crystals 

15 min - calls and food 

Phase 3 - 30-60 min 
a. Dr B office 
b. Cups 
c. Plants 
d. Checklists 
e. Close rooms  
f. Small tweaks 

3:00PM - 3:30PM Total Setup 

6:00PM - 6:30PM Completion of Setup 
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Checklists: 
Please use the following checklists to complete the setup process. They provide the double 
check that Dr. B teaches us keeps the matrix out. 

General Prep: 
• All team members are encouraged to wear tennis shoes and comfortable clothing with layers 

so you can adjust what you are wearing as your body heat fluctuates during the day. You may 
get cold—no matter how hot the day is—you may get cold, so please bring a jacket. 

• Treatment Room Set-Up Lead – Please start the day by having a meeting with your team to 
connect and review the setup process and what needs to be done. Make task assignments 
using the checklists to support you. 

• A designated team member should call the team member in charge of Plants at the VERY 
BEGINNING of setup to remind her to bring plant bottom protection. This is important to 
protect the furniture from the plants which leak water. 

• The Event Leads bring their recorders to record the breathing exercise. Put on Dropbox 
afterwards for Dr. B.  

  
Photos at Beginning: 

• Photos taken of the Treatment location are for MEI use only and are available to Facilitators 
as a reference to successfully perform your Facilitation duties. Please do not use any photos 
of the Treatment location for personal or public use. If you have any questions about this 
please contact the Event Leads. 

• The Set up team takes pictures of the Treatment room before altering it. Take photos at 3 
distances (farther away from perspective, closer and one very close up) of each area of the 
room. 

• Take specific “before” pictures to document any damage that already exists in the home 
(carpets, walls, furniture) and in order to return the home to its original state after the event. 
Please take pictures of any items that are damaged already whether upstairs or downstairs. 

• The Treatment Room Set-up Lead will provide photos of how the Treatment room should be 
set up based on Dr.B’s input from last time. Please follow the photos exactly as you create 
there Treatment Room space. Note: If this is the first time the event has been in a rental 
location then there will not be any photos to work from and you will need to follow guidance 
from the Treatment Room set-up Lead. 

Treatment Room Extended Areas/Bath: 
• Count all the linens—hospital gowns, flat white sheets, and face covers. Use the Treatment 

Event Laundered Items document to confirm the correct number of each item were brought to 
this event. This document is provided in by the Event Lead. If any lines are missing, please 
alert the Event Lead right away. 

• Place the empty linen baskets and bags into an easily accessible designated area such as a 
shower or linen closet. Please ask the Event Lead to choose an area in each new Treatment 
Event location. 

• Neatly stage the flat sheets and face covers near or in the Treatment Room in an accessible 
location for the teams to access on Thursday and Friday in between treatments. Please check 
with the Event Lead on this in all new Treatment locations. 

• Have ALL trashcans emptied at the end of set up. 
• Clean out the bathtub of any plant debris or dirt 
• Have watering pitcher in an easily accessible area near or in the treatment room with tap 

water to refill fountains. 
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• If candles are being used in this Treatment Room, make up one extra votive in glass, and 
leave in an easily accessible area for back up if needed on Thursday or Friday during the 
event. 

• Check that there is toilet paper in all Treatment Room area bathrooms. 
• Position 2 folding chairs and a small t.v table in the hallway outside Dr. B’s office for the Timer 

and 2nd Floor facilitators to have a spot. Please make sure there is enough room for people to 
safely walk by through the hallway. 

• Position a noise machine directly outside the Treatment Room door. 

Treatment Room: 
• If this is the team’s first time in this Treatment location, then please follow guidance from your 

Lead on how to set up the Treatment Room. Dr. B will have already indicated where he wants 
everything and how the Energy needs to be for a successful Treatment room. If this location is 
a repeat location, then please follow the pictures to create the beautiful Treatment Room 
space. 

• Build fountains with love and reverence. Please check the photos with crystals to locate 
missing crystals early. Take your time to place the crystals carefully and let the Energy flow 
through you. 

• When using museum wax with the crystals – Please only use just enough to attach the 
stone to the crystal it is holding up. Use sparingly. 

• Store 9 towels and 9 sheets in an easily accessible space in or near the Treatment Room near 
the massage table for easy access to change out the table while participants are changing in 
the restroom. In new Treatment locations please ask the Event Lead for guidance on this 
location. 

• If needed, wash all the crystal storage towels and washcloths in the washer and dryer. This 
will help to prevent mildew buildup. 

• At the end of set-up but before Dr.B sets the room, please retrieve the clean and dried crystal 
storage towels from the dryer and return them to the blue fabric crystal bag. 

• If there are patios in the Treatment Room area, please check them for any wasps or wasp 
nests. If you see any please notify the Event Leads. 

• Trim the candlewicks in half and remove plastic wrapping on all candles when setting up the 
room and on all replenishment candles stored. Put spare candle boxes in the Treatment Room 
closet. 

• Treatment room candle lighters in place (2 on Dr. B’s tray tables inside the Treatment Room) 
• White wood step stool (in the treatment room closet) placed under the right center edge of 

treatment table. 
• Do a sound and visual check inside and outside the treatment room. Have someone see if a 

person can be seen in the treatment room from the yard. Check and see if noise from the 
main community areas travels to the treatment room. 

• Set four red timers to 15, 30, 45, and 55 minutes and place on Dr. B’s table with the lighters. 
• Bring a nice chair into the Treatment room and Dr. B’s office. One each for both rooms. Always 

check that chairs are comfortable to sit in. Sit in them yourself to make sure they are usable. 
• Set out a box of tissues 
• Depending on options that exist in each rental home, bring one plastic or wooden chair (with 

no upholstery) into the Treatment Room bathroom. Please be sure you aren’t taking a chair 
that is needed in another part of the event. Double check with the Team leads to make sure it 
is ok to use a particular chair. 

• Place wet wipes near the Chinese cups so Dr.B can easily access them if he spills wine during 
Treatments. Place a new roll of paper towels near the Chinese cups as well. 

Fountain Set-Up: 
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• Locate the binders of pictures as a reference for building each fountain. It is so important to 
begin by connecting to Source Energy through doing your Energy practices and writing a goal. 
Then allow the Energy to flow through you as you create the fountain. Have fun and allow 
yourself to shift into a state of reverence as you build your fountain. 

• Before you start: lay protective black trash bags on the carpet around your fountain (if there 
is any) so that you can lay out the crystals without damaging any carpet. 

• Before you start: Completely cover any wooden tables with black trash bags prior to building 
your fountain. Please add extra layers for the purpose of padding the wood AND protecting it 
from the water which always splashes out of the fountains. Then add the decorative fabrics if 
used on your specific table. 

• Test the fountain water pump first by filling the bathroom sink with water and making sure that 
it works. 

• Build the fountain in stages beginning with putting the small black river rocks in the basin of 
the fountain and adding the larger base rocks with the water pump. Then add decorative 
layers of crystals with loving care. It is always smart to test the water pump at each new stage 
of building your fountain to be sure that you are getting a bubbling brook sound. PLEASE 
TAKE CARE when testing your pump that you place something over the stream so it doesn’t 
gush water everywhere. 

• Ask questions and request support if needed. We are all in this together! 

Hot-water Pot: 
• Set-up a hot water pot from the kitchen nearby the Treatment Room and Dr. B’s office if 

necessary (i.e. if the Treatment Room is on a separate floor from the kitchen). Then fill with 
MEI purchased Ozarka water (use a knife to make a small puncture) 

• Place a large Ozarka water container near the water pot. 
• There is an Admin person who is assigned to bring the tea and sets up Dr. B’s tea cup. Place 

two empty paper cups (double cup these please, so four total cups used) and one cup with 
approximately 100 tea balls next to Dr. B’s tea station.  

Plant Placement: 
• Treatment Room Team members place the plants as directed by the Treatment Room Lead. 
• Please use the black trash bags to cover the any carpet in the Treatment location before 

plants are transported into the Treatment Room. ALWAYS place a black trash bag under the 
plants if you set them on the carpet during transport. 

• The Treatment Room plants should be placed according to the pictures. ALWAYS completely 
cover the table tops with black trash bags BEFORE setting the plants so as to protect 
the furniture from water spills. The black trash bags will be the base and then 
decorative fabrics go over them. The plants and fountains are staged last. 

• Please place all plant pots on plastic bottom covers to catch water run off. 
• Let the Plant/Flower Facilitator know once the plants are placed and ready for trimming. 

Dr. B’s Office and Bath: 
• Place the large digital clock on Dr. B’s desk. 
• Check that any clocks in all of the Treatment area rooms are set for accurate time – especially 

all clocks in Dr. B’s office. This is important for the Energy. (Dr. B looks at all the clocks in the 
office first thing and relies that they are ALL accurate. It continually puts doubt in his mind 
about the set up and our preparedness when he has to tell us they don’t all agree and are not 
set correctly.) 

• Please write the wi-fi code for the rental home neatly on a card for Dr.B’s desk. Ask Event 
Lead if you are unsure where to locate the code. 
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• If they are not already up, put the vent cover on the vents in all rooms used by Dr. B, so Dr. B 
gets air without a draft. Make sure the fan is off. Ask Event Leads to check the temperature 
and controls. 

• Check outside the patio to ensure there are no wasps or bees flying around. If even one is 
spotted, inform the Event Lead so that the areas outside the office and treatment room are 
sprayed. 

• Place an MEI small black waste basket with a trash bag by Dr. B’s desk. 
• Place the ziplock with pens and highlighters on Dr. B’s desk. 
• Place an air freshener on top of the toilet in the bathroom in Dr. B’s office.  
• Set out a box of tissues 
• Set out white hand towels (get from the kitchen set up team) and a roll of nice paper towels.  
• Set out salt and pepper grinders and napkins (get from the kitchen) 

Photos at End: 
• Set up team takes pictures of the room once ready and approved by Dr. B. Take photos at 3 

distances (farther away from perspective, closer and one very close up, of each specified 
item. 

• Upon completion of the checklist, have the Event Lead review the Upstairs Set Up to help find 
items that are not included on the list and need to be added. Take additional photos of any 
unclear or new items so the Set Up team has more clear instructions and clarity for the next 
Austin treatment event set up. 

• All team members complete feedback forms and provide to the Event Leads prior to leaving. 
• Complete your Facilitator Victories forms making special note of how all the training Dr. B is 

giving you around the Treatment Events is showing up for you and creating wins! What are 
you learning from his training and what is the Energy showing you? Where did you use the 
training for this event to create wins? 

Flowers/Plants Set-Up - Wednesday 

Thank you so much for taking care of the flowers and plants used to create the beautiful spaces of 
the Treatment Event. 
These living creations are special. 
They are an essential piece of supporting the flow of Source Energy throughout the Treatment Event. 
Dr.B infuses them with the vibrations of Source Energy, so it is a huge honor to be on the team of 
Treatment Event Facilitators who care for them in between each event. You care for a living item that 
will fuel you and your home! 
The flowers are bought on the morning of Treatment Event Set-Up to ensure they are as fresh as 
possible. 

Plant Caretakers 
Each Plant caretaker is responsible for delivering her plant directly to the Treatment event on the 
afternoon of Set-Up and to pick it back up again on the evening of Tear-down. If for any reason you 
are unable to deliver/pick-up your plant, you must arrange for someone else to drop it off and/or pick 
it up. We will not be able to offer any support getting this from you, but Dr.B really does depend on 
these special items being present for the event. Please plan ahead so this is effortless and fun for 
you. 
There will be one designated Flower/Plant Facilitator at the Treatment Event on Wednesday for Set-
up and Friday for Tear-down. Please make sure to deliver your plant to this team member. 
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Delivery and transport of the plants 
The Treatment Event Plants are large, so in order to safely transport them, many Facilitators find it 
helpful to carefully wrap them in garbage bags to ensure they do not get damaged in transport. 
Please care for these with reverence and deliver them in healthy shape to the Treatment Event. 

• Please deliver any plant stands and drip trays that go with your plant to the Treatment event. 
All plants must have drip trays so as not to damage the floors. 

Plant/Flower Lead Facilitator 
Flowers 
The types of flowers to be purchased: 

 1 dozen 18 inch stem red roses (must purchase) 
 1 dozen 12 inch stem red roses (must purchase) 
 1 dozen pink roses (must purchase) 
 1 bunch of yellow Gerber daisies (usually 4 in a bunch. must purchase) 
 2 dozen red astros or similar color scheme varietal 
Special Note: When you are buying the flowers, if there are other varietals of flowers 
different from those mentioned above that catch your attention, then please, follow the 
Energy! Chinese colors of red and yellow are ideal. 

Checklist for flowers: 
• Please remember in your shopping that the budget for the flowers is max $50. 
• The flowers can be purchased at Randalls, HEB, or Whole Foods. 
• On the morning of Set-Up, please call the different shops to inquire whether they have the 

flowers needed. Sometimes it is necessary to go to more than one store to get the flowers 
and so calling ahead will save you time and Energy. 

• Flowers are arranged for the following spaces: 
Treatment Room 
Dr B’s Bathroom 
Various  spaces in the house 

Treatment Room flowers: 
• There is only one arrangement  that is prepared for the treatment room and it is the bowl.   

Check with the Treatment Room set-up Lead and locate the designated storage bin that holds  
the crystal bowl. Only the petals are used for the bowl and the flowers to prepare the bowl 
are: 

1 dozen of red roses 
1 dozen of pink (not hot pink) roses 
1 bunch of yellow Gerber daisies 

• Find a space at the house where you can position yourself to pluck the petals from the roses 
and the daises. A kitchen counter by the water faucet usually is available and works well.  
Remove the petals from a red rose and put in the bowl.  Then remove the petals from the pink 
rose and layer on top of the red roses. Continue building a layer of red and then pink until 
almost full. Then  use your hands to mix in the colors. If more layers are needed, continue 
with the process of removing red and then pink petals. When the bowl is full (petals have 
reached the edge), pluck the petals from the yellow daises and scatter on top of the pink and 
red petals in the bowl. 

• Take the bowl upstairs and do not fill with water until almost ready to be placed in treatment 
room. You will need to check with the Treatment set-up team leads to see whether the room is 
ready. Once ready to put water into the bowl, fill a pitcher with cold water and pour into the 
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bowl slowly on one of the sides. Do not fill to the  top until later, when the bowl is placed in the 
treatment room. 

• If the Treatment Room set-up team is not ready for the bowl to be placed in the Treatment 
Room, please continue your completion of the other flower placement in the Treatment Home, 
or support the Treatment Room team completing other items on the Treatment Room set-up 
checklists. 

• Once ready to place the bowl, please position it on top of a round table that is usually placed 
close to the entrance of the room. The table is covered with a red cloth. Look for a “flat rock” 
that is placed on top of the red cloth and place the bowl on top. Check with Treatment Room 
set-up lead to find the rock. Please double check the photos to position it precisely. 

• Once the bowl is placed in the Treatment room, check the water level and if necessary add 
more water, being careful that the bowl does not overflow. 

Dr B’s Bathroom Flowers: 
• A small flower arrangement is placed in Dr. B’s private bathroom. Check with the Kitchen 

Team for a small vase stored in their bins. There are a few that are small and may hold one to 
three flowers, so choose that small vase that you think would look nice on the bathroom 
counter and not get in the way. Once you have selected the vase, choose one, two, or three 
flowers and arrange in the vase. Usually roses are selected for this arrangement. 

• Once you have the flowers, fill the vase with water and place in Dr. B’s private bathroom. 

Main House Flowers:  
• Use any flowers left to create arrangements for other spaces downstairs in the house. Check 

the vases that are available and use the Energy and your creativity to make the flower 
arrangements. Frequently, flowers are placed on: 

The dining room table (where food is placed for participants) 
The room where the morning meeting with Stewart and Maggie takes place 
In front of any fireplaces 
Other corner tables or kitchen tables as available in the house 

• Usually the red astros (or alternative) combined with any leftover roses and yellow daises are 
used for these arrangements. 

• If there are any vases that are left un-used, give to the Kitchen Team for storage. 
• Complete your Facilitator Victories forms making special note of how all the training Dr. B is 

giving you around the Treatment Events is showing up for you and creating wins! What are 
you learning from his training and what is the Energy showing you? Where did you use the 
training for this event to create wins? 

Plants 
Delivery and Unpacking of the Plants 
The Plant Caretakers will deliver the plants to the Treatment location. Please use the Plant Inventory 
sheet to make sure that all plants have arrived. You will turn this inventory sheet into the Event Lead 
after Set-Up. 
Create a designated staging area to unpack the plants in the garage or a laundry room. Please be 
very gentle and careful when unpacking the plants so as not to lose any leaves or damage them. 

• Double check each plant has a stand and drip pan that came with it.These are essential for 
protecting the floors at the event. 

• Any garbage bags that were used should be saved in a designated kitchen or garage area to 
use again on Friday during tear-down. 
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• Please be sure when moving plants around the Treatment location that you hold them from 
the bottom of the pot. Grabbing them from the sides or rims can crack the containers. Watch 
for residual water that may be in the bottom that could leak and cause a slip or trip hazard. 
Quickly clean up and communicate about any spills. 

Treatment Room Plants: 
• The Treatment Room Set-up Lead will let you know once the Treatment Room plants are 

positioned and ready to be trimmed. 
• Trim dead leaves off of the plants. IMPORTANT NOTE: Wipe the scissors blades with an 

alcohol swab after use on each plant. There are certain fungi that can be passed from 
plant to plant and this prevents one diseased plant infecting others. Since we use the 
same plants for each event, we want to be sure and honor them with excellent and Energy-
filled care! 

• Sometimes there will be leaves or debris from the plants that gets on the carpet. Please use a  
vacuum or broom to sweep this up. 

Main House Plants 
• Follow the same steps as listed above for Treatment Room Plants. 

Main House Setup - Wednesday 
The Main Area of the Treatment Location is set-up by the Main House Set-Up Team. This team 
creates the beautiful Energy space that all of the Participants and Facilitators will enjoy throughout 
the event. This team is essential since they create an important flow of Energy for the entire house to 
really work. Main House Setup Team will include a Lead and two or more additional team members. 

The Main House set up area includes: 
• Kitchen 
• Family / Meeting Room 
• Participant Waiting Room 
• Participant and Facilitator Bath 
• Sleeping Room 
• Entrance Area  
• All Public Areas  

General: 
• All team members are encourage to wear tennis shoes and comfortable clothing with layers 

so that you can easily adjust what you are wearing to the fluctuation in your body temperature 
throughout the day. You may get cold—no matter how hot the day is—you may get cold, so 
please bring a jacket. 

• Lead – Please start the day by having a meeting with your team to connect with the Energy 
through sharing wins and goals. Review the setup process and what needs to be done. Make 
task assignments using the checklists to support you. 

• All set-up teams should begin by collectively carrying all of the bins from the Uhaul or garage 
where they are staged to the designated areas indicated on each bin label. Please help carry 
all bins for every team (not just the bins for your team).  
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• Every event, Main House set-up Team Lead takes pictures of the entire space before 
ANYTHING is moved. Ideally one of the whole room and then close-ups of the table tops and 
shelves so items can be returned to their original location. Your team will refer to these 
pictures for tear down. 

• Please use the photographs of the main house area to set up. Make sure you get enough 
detail photographs so that you can return everything exactly the way it was on Friday for Tear-
Down. 

• Delegate checklists for your team to your team members so that your team can be working 
simultaneously on different areas so as to maximize time efficiency. Place the printouts of the 
checklists onto clipboards for ease of use. Double check your team that every item is 
completed on each checklist. Leave explanations for any incomplete items and update as 
necessary to keep the checklist accurate. Turn in to the Event Lead at the end the day. 

• Anything we use, like extension cords, that was not there originally, needs to have a sticky 
note attached with clear packing tape to indicate where it comes from so the tear down team 
can put it back (i.e. Attach a note to the extension cord to ‘Please put this back in the 
Downstairs Set Up box” so we can put it back in the right place.) 

• Keep indoor plants in the house. 
• Open all tissue boxes set out so that they can be ready to be used. 
• Throughout set-up keep an inventory of supplies needed and turn in to the Event Lead so 

needed items can be purchased prior to the event. 
• After set-up is complete, take photos of the completed work so this can be duplicated for the 

next treatment event. Share these photos with the Event Lead. Coordinate with him/her on 
how to do this (e.g. via dropbox folder) 

• Before completing with set-up, please make any notes that you as a team see would improve 
your success for next time and share this via email or hand-written note on your Feedback 
form to the Event Lead. 

• Complete your Facilitator Victories forms making special note of how all the training Dr. B is 
providing around the Treatment Events is showing up for you and creating wins! What are you 
learning from his training and what is the Energy showing you? Where did you use the training 
for this event to create wins? 

Dining Room / Kitchen Area: 
• Arrange the nametags and teacups for Facilitators and Participants near the hot water pots in 

a useful manner so they are staged for easy access during the event. Please double check 
with the Event Lead on positioning. [There is an assigned Admin Person who prints out all 
participants and facilitators name tags, brings the tea, and cup labels for the house including 
extra white and blue nametags to store in designated area that the Kitchen Lead knows about 
to help with any schedule changes or oversights. Admin Person brings all name tags to the 
house, puts the next day’s participants and facilitator labels on teacups - or arranges for 
someone else to do this and lets Kitchen Lead know who this is with their contact info. Labels 
with the names of the participants will have been printed.] 

• To save counter space, tuck the string into the pocket of the nametag behind the card with the 
name on it. Place 6 balls of tea in each cup.  

• Separate facilitator cups from participants and alphabetize each group for easy finding in the 
AM. Set up the participant cups closest to the hot water pots. 

• Double check that the Kitchen Team have ALL downstairs (3) electric hot water pots are filled 
up to the line inside the pot. Check at the end of the evening and refill with water from any 
water used during the setup. This provides quick and easy tea water on Thursday morning.  
Provide the Kitchen Team with a few unlabeled cups, lids, and tea balls in case guests arrive 
at the treatment house. 

Family / Morning Meeting Room: 
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• If you need to move furniture, please do not drag. Use 2 or more people to move larger 
pieces. 

• Arrange two chairs in the front of the room that is designated for the morning meeting. The two 
chairs should be facing out towards the room for whoever will lead the morning meeting. Ask 
Event Lead for guidance. 

• Place the two small “Reserved” signs on the chairs so it is clear these seats are for the 
morning meeting leads. 

• Take results books and put on living room table. 
• Put out coasters on all tables if available. 
• Neatly arrange the home’s belongings so that they are not bumped or broken throughout the 

event. 
• Arrange area with folding chairs around the outer edges of the room facing the two chairs 

designated for the morning meeting presenters. Please make sure to leave room for the 
community to walk through this area safely. There should be at least 7 comfortable chairs for 
the Participants positioned close in to the presenter chairs. Then there remaining chairs can 
be positioned on the outskirts for Facilitators. Make sure that all chairs are functioning and 
comfortable to sit it (E.g. Not broken or wobbly). 

• Set out boxes of tissues in the living room, changing room, and sleeping room, and all 
bathrooms. Make sure there are three boxes for upstairs.  

• Locate the portable DVD player and place in the EFS office for easy access by Participants 
who miss the Morning Meeting. 

Participant / Facilitator Baths and Participant Waiting room: 
• Place a roll or two of paper towels on the counter for everyone to use when drying hands. 
• Store extra bathroom tissue and paper towels in the bathrooms for easy replacements when 

needed. 
• Post (1) Please Use Paper Sparingly (toilet clogs easily) sign and post by toilet paper in all 

bathrooms – use blue painter’s tape. 
• In the designated Participant changing room, pile neatly folded blankets, set out rolled gowns, 

socks and extra shorts on a side table.  
• Put signs on the Participant changing room door indicating that this is a private room. Also put 

“private room” signs on any other bedroom doors. 
• Determine if all bathrooms in the Treatment home already come stocked with soap. Make sure 

soap is full and place MEI backup soap in an easily accessible place in each bathroom for 
replacement. 

• Make sure there are trash cans in each bathroom. If not, please use MEI trash cans. 

Sleeping Room: 
• If needed, install cardboard and blackout material over the windows in the Sleeping Room to 

block out light (ONLY IF NECESSARY). Use painters tape to secure blackout material and to 
block out any additional light. 

• Set up the sleeping room (or rooms) with inflatable mattresses. A labeling system should be in 
place to help you identify which air pumps match which mattresses. If this is unclear, please 
alert the Event Lead and create a new labeling system before you complete with set-up. 

• Put a flat, white hospital sheet on each bed. Tuck the edges of the sheet underneath the 
mattress so it looks neat. The majority of the blankets go into the Participant Waiting room so 
they can be given to the participants as they change for a treatment. Blankets will stay with 
participants so they will bring the blanket with them from the treatment, so only extra blankets 
need to be in the Sleeping room, none on the beds. 

• Use the Treatment event pillows if possible on each inflatable mattress. EFS pillows and 
pillowcases can be used if unavailable at the Treatment location. Double check this with the 
Event Lead. Leave any unused EFS items packed in order to make tear-down easier. 
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• When the weather is cold, place an electric blanket on the double beds between the fitted 
sheet and the top sheet. The participant will lie on top of the top sheet and their blanket will be 
placed over them. Any additional blankets will come from the pile by the door.  

• Between three (3) and (12) sound machines are set up in the sleeping room.  One by each 
door, one in the center near the bar, and one is at the head of each bed. 

• Test the sound with the sound machines on; make noise outside the Sleep room to see if the 
sound travels to the sleeping room.  

• Place the container of earplugs on an accessible table in (or just outside) the Sleeping Room. 
• If needed, place a tall red glass candle and lighter in a safe place in the Sleeping Room for 

extra light. Check with the Event Lead to see if this is needed. The Treatment Room set-up 
Lead can provide the candle. 

• Post (2-4) Please Be Quiet – People Sleeping signs (one on the Sleeping Room door and 
the other in the hallway leading to the Sleeping Room). 

• Place any extra and unused sound machines in the hallways and near bathrooms that need 
extra noise control. 

• Stage an area just outside the Sleep Room where the Sleep Room facilitator will sit during the 
Event. Include a chair, small tv table (ask Treatment Room set-up Lead), and locate the Sleep 
Log from the printed material and position on the small table. 

• Have six pillowcases folded as eye masks to block out light helping participants sleep. Place 
them in the area for the Sleep Room facilitator along with the ear plugs for easy access. 

Participant Entryway: 
• Locate the printed materials provided by the Events lead: 

o 2 copies of the Participant Sleeping Log should be placed with a pen near the sleeping 
room with a clipboard (protecting the furniture). 

o 1 sign out sheet for people taking walks should be posted on the front door (or near it) 
with a pen clipped on it. Use blue painters tape.  

• If there is a doorbell at the Treatment home, place a Please DO NOT Ring Doorbell sign over 
the front doorbell. 

• When rain is forecasted put towels in front of any outside doors for shoe removal. Have 
available (2) Please Remove Your Shoes signs and post with blue tape. 

• Create a check-in table for Participants in a beautiful and zen manner. Possibly drape golden 
fabric on the table. Lay matching printed runner over the draped fabric, centered on the table. 
Place follow up call schedule sheet and a pen to the right of the table and call reminder slips 
with each participants name for the next day, lined up on the left. The Upstairs / Treatment 
Room set up team will bring flowers to be placed in the center. 

• Double check that the following documents are on the entryway table (Contact Event Lead if 
you cannot locate these): 

• 20 waivers 
• 20 follow up call slips 
• 1 follow up call schedule 
• 1 walk sign-out sheet 

• Make sure all nametags are prepared for participants and facilitators (white = participants, 
blue = facilitators.)  

• Have spare sharpie marker for having to adjust any nametags for minor spelling corrections. 
Locate spare nametag supplies for additional people or to replace incorrect spellings under 
the table. 

• Place 8 small 3” x 5” pads with spiral on top and 8 pens on front hall entry table for Treatment 
Room team. 

• Identify any objects in the Treatment location such as rugs and breakables that are to be 
stored for safe keeping during Treatment days. 
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• Proceed to MEI’s Office Set-Up with checklist 
• Make any additions or changes to these Checklists and turn in to the Event Leads. 

MEI Office Setup: 
• Create an office at the Treatment location. The office should be set up in a convenient location 

designated by the Event Leads. Not all Treatment events will use an office, so please check 
with the Event Leads prior to setting one up. 

• Create a desk. 
• Set up a printer (on a table in the office). Plug it in and put paper in it. Please test that it 

works and prints properly. You’ll find an AC strip extension cord in the office supply box and 
attach power strip for easy plug in of electronics. Please alert the Event Lead if there are any 
issues. 

• Check the Main House Office Setup Inventory checklist below to make a note of the items in 
that appear low so we can repurchase. Create a Supplies Needed list to give to the Event 
Lead. 

• Store office supply boxes in the garage (or other designated area); make sure all boxes are 
organized such that people can access stored supplies. 

• Make sure we have one ream of paper available. 
• Check that there is at least one spare black and each color ink cartridge. 
• Place a trashcan under or next to the office desk/table. 
• Add any items that are running low to the Supplies Needed shopping list and turn in to the 

Event Leads. 
• ALL DOWNSTAIRS and UPSTAIRS BINS SHOULD BE STORED IN A DESIGNATED 

AREA. 
• All team members should complete feedback forms prior to leaving and provide to the Event 

Leads. 

Main House Office Setup Inventory  
PLEASE PRINT THIS LIST, UPDATE IT AND GIVE TO EVENT LEAD 

Mini Office Supply Box #1:      Date:  

ITEM MINIMUM HAVE NEED

Magnetic white board 1

Drawer Organizer 1

Wheels 4

Pen organizer 1

3 Hole Punch 1

CD – RW (Memorex) 15 Many 

HP Trip color ink cartridge (for HPENVY114 #60) 1

HP Black and White ink cartridge (for HPENVY114 #60) 1

White Noise Machines 9
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Mini Office Supply Box #2:        DATE:  

ITEM MINIMUM HAVE NEED

Small 3” x 5” pads w /  spiral on top 10 many

Post-It Pads – Large 6

Post-It Pads – Medium 6

Power Strips 2

Extension Cord 1

Big Paperclips 8

Scotch Tape 2

Tape-Style White-Out 2

Highlighters (assorted colors) 10

Digital Timers 3

Color Coding Labels – boxes 2 

Sharpie Pens 10

Crayola Washable Pens 15

Rubber bands 20

Thermometer (Digital) 1

AA Batteries 20

AAA Batteries 12

Letter opener 1

Light bulb – 120 v soft white 1

Stapler – Large 1

Stapler – Small 1

Staples – box 1

Paperclips – box of 100) 1

Blue tape (masking tape) 2

3 Hole Punch 1

Blue Pens – the kind without removable caps 10

Kleenex 8 boxes
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Facilitating at the House: Thursday and Friday 
Parking, Schedule, Job Descriptions, and Checklists 

Parking & Shuttle to Treatment Location 
Off-site parking is sometimes required. In that case, both shuttle drivers arrive at the Parking Venue 
by 7:30AM. The Shuttle Lead stays at the Parking Venue waiting for Facilitators to arrive while the 
other driver takes the Greeters and Participant Team facilitators to the Treatment Location for arrival 
at 8:10AM. The Kitchen and Treatment Room Teams will be shuttled next with arrival to the Treatment 
location for 8:15AM. The Shuttle Lead can take the second group of Facilitators. After a drop is made, 
the shuttle drivers should immediately return to the Parking Venue to pick up new Facilitators. 

Please refer to the spreadsheet of Facilitators and contact info to make sure everyone is shuttled and 
arrives on time to the Treatment house. A list of facilitators to be shuttled with their phone numbers 
will be sent out by Wednesday night. Make sure you check your email, print the list, and bring it with 
you.  

The Shuttle team continues to make shuttle trips following the requested arrival time of each group: 
8:10AM Greeters and Participant Team, 8:15AM all other Facilitators. 

If Facilitators are late, the Shuttle Lead should call and check-in on their expected arrival time. This 
information can then be relayed to the Event Leads. Please do not wait on late facilitators since that 
holds up the rest of the teams. An additional shuttle trip may be needed later if a facilitator is running 
late. 

The shuttle driver will also shuttle participants back and forth to the treatment house if they choose to 
visit on Friday. Make sure that your Energy connection is strong so that you are able to have the 
participant focus on the Energy if necessary. Sometimes people want to drive in silence and have 
their solo Energy experience. Some people may be experiencing having the matrix come up and out 
from their treatment. Redirect them back to the Energy if needed, asking them what they have noticed 
about the Energy. Bring any issues to the Event Lead’s attention.  

In the event of a problem the Shuttle Lead should call the Event Leads.  

Overview of Schedule: Thursday and Friday 

This section is designed to give you a sense of the flow of the entire day.  

Time Activity Purpose

Shuttle drivers arrive at 
parking venue by 7:30am

Prepare shuttle for 
Facilitators

Transport Facilitators from parking venue to 
Treatment Location

Greeters and Participant 
Team arrive 8:10AM

Prepare to greet 
Participants

Check that the Participant Follow-up call 
Sheet is ready and name tags are in place. 
Outside Greeter is positioned outside the 
Treatment location to welcome Participants.

All other Facilitators 
Arrive 8:15AM

Check in with your team 
Lead

Review job assignment, prepare for a day 
facilitating in the Energy.
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8:30AM Participants arrive and 
are welcomed! 
Sign up for follow up 
calls, given name tags 
and tea. Checked they 
have goals written out, 
journal, pen and shorts. 
Have them use the rest 
room and relax on couch.  

Provide a time for the participant to shift 
from having the matrix in the world to a 
world of Energy. They can be ready for the 
treatment and be early enough to have time 
to relax. People don’t come rushing in from 
the world and go right into a treatment. This 
provides the necessary shift to occur for 
them. We all need to keep the arrival 
energy calm.

9:00AM First participant goes into 
the Treatment room when 
Dr. B approves it. First 
Treatment starts at 9AM

The timer has gotten the room ready for the 
first treatment when Dr. B approves it.

Welcome Session with 
Maggie and Stewart 

Participants and Facilitators are introduced. 
Outline of the day’s schedule for the 
Participants. 

9:15AM Video of Dr. B journey + 
Breathing exercise 

Everyone gets linked to the Energy and 
meets Dr. B on DVD

10:00AM Fun in China Experience Led by the Participant Team Lead, the 
Treatment Participants get an Energy break 
to do physical Source Energy practices 
together with the Facilitator team.

10:30AM Energized guidelines to 
maximize your Treatment 
- led by Stew and Maggie

Instructing Participants and Facilitators 
about the various Source Energy practices 
and ways to stay connected to the Energy 
(journaling, staying warm, treatment 
exercises, hotline, monthly calls, etc)

Noon Luncheon served and 
solo time

Treatment Participants given the 
opportunity to have a solo experience, 
eating outside, quiet energy rich 
conversations, or rest to integrate the 
energy.

1:00PM Journaling session Led by the Participant Team Lead and a 
designated Participant Team facilitator. The 
goal is that all New Treatment participants 
are included.

2:00PM Participant team works 
with participants, taking 
walks outside or Fun in 
China Experience

Support participants to move their Energy 
every 90 minutes by varying Energy 
practices (walks, sleeping, answering 
journaling questions, etc.)

3:30PM Energy check-out for the 
first set of Participants

Participant Team Lead does an energy 
check-out with the Participants who are 
ready to go home and integrate the energy 
from their Treatments at home. Participant 
Team double checks they all have rides. 
This is a loving and supportive process.

Time Activity Purpose
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Kitchen Team Facilitation 

This special team consists of one to three Facilitators—a Kitchen Lead and one or two team 
members. As a member of the Kitchen Team, you bring a special nurturing energy to the Treatment 
House space. You are responsible for preparing the delicious food for the Participants, Dr.B, and the 
Facilitation Teams. As with all jobs at the Treatment event, you have the opportunity to learn how to 
interact with food and your kitchen responsibilities from the Energy! 
The Kitchen Team receives direction from and assists the Kitchen Team Lead in accomplishing 
everything required for a successful Energy-filled day. These Team members help the Kitchen Lead to 
prepare the food for the Participant / Facilitator table and the Dr.B food trays. Please wear tennis 
shoes in the kitchen to support your body health during the day of standing and moving about doing 
your duties. 

Thursday and Friday Kitchen Team Checklists: 
• All Kitchen Facilitators arrive at 8:15AM. Be sure you have the phone number for the Kitchen 

Lead and Event Lead. 
• Please check with Ashley before the event to see if platters will be purchased for this event.  

4:00PM First set of Participants 
depart

To go home and sleep, integrating the 
energy from their Treatments

Remaining participants 
are cared for in the 
energy space

Remaining participants are set up with their 
Get Energy app to experience Breathing 
Exercises, Catapult calls, or Immersion/
Mastery videos. Any Participants who miss 
journaling are given a recording.

5:00PM Second set of 
Participants are checked 
out

Participant Team Lead does an energy 
check-out with the Participants who are 
ready to go home and integrate the energy 
from their Treatments at home. Participant 
Team double checks they all have rides. 
This is a loving and supportive process.

5:30PM Second set of 
Participants depart. 
Last 2 Participants go 
home off of the Treatment 
Room table.

The last 2 participants do all their sleeping 
at home so they can have a peaceful 
integration of the energy from their 
treatment. 
Facilitators prepare for the next day by 
cleaning up and organizing or tearing down.

Thursday and Friday 
Evening

Facilitators leave after 
checking out with Event 
Lead - Ashley

Please leave your Feedback forms and 
Facilitator Victories forms for Ashley and Dr. 
B.

Friday Evening Tear Down 

Facilitators leave after 
checking out with Event 
Lead - Ashley

Tear down process may begin after 
treatments are completed 

Please leave your Feedback forms and 
Facilitator Victories forms for Ashley and Dr. 
B.

Time Activity Purpose
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• First thing each morning connect with the Kitchen Team Lead. Create an Energy rapport with 
each other. Create common goals together. Once you are aligned together as a team in the 
Energy you may start on Team activities. 

• Make sure the kitchen, water pot counter, and main food table look tidy and organized. This 
facilitates the flow of Energy throughout the day. 

• Please wash your hands prior to working with any food products and throughout the day as 
needed so we create a clean and conscientious environment for our guests. 

• Prepare a light breakfast snack for the Participant / Facilitator food table. Put out small water 
bottles and breakfast bars on the Participant / Facilitator food table. Cut the breakfast bars in 
half and arrange on a plate or tray so they look nice. Adding small notecards of what food 
items are is always appreciated by the Participants. Also put out or refresh stacks of paper 
plates, bowls, napkins, plastic flatware, and participants’ small water bottles as needed. 

• It is very likely that lunch platters will be purchased for this event so the following tasks are 
only necessary if there are no platters. Please ask the Event Leads to determine if the 
following tasks are needed: 

o Begin slicing meats, cheeses; chop any veggies and prep serving tray with all; prep 
snacks, crackers and chips to serving container / trays; cover and put away for later 
use. Put dips, hummus, guacamole into serving bowls, cover and put back refrigerator 
for later use. Always be thinking ahead about food that needs to be prepped so you 
can prevent noise distractions during Stewart’s morning session, and it is ready later 
for quick serving. 

o Prep, set out and replenish the food table for Participants and the Facilitation Team 
(between times of food prep for Dr.B’s trays). Only put out small amounts of food out at 
a time and replenish frequently. Food can spoil quickly. The food should always look 
like it is fresh and cool. When a bowl or plate looks empty, shift the food into a smaller 
bowl or plate or start over fresh. 

• Platters are set out around lunchtime. Please ask the Event Lead if a question about timing 
arises. Usually it will be presented at Noon. 

• Special dietary restrictions—Adding small notecards of what food items are is always 
appreciated by the Participants. We have communicated that the menu will be 100% gluten 
free. If someone brings a gift to share then it must be approved by the Event Lead prior to 
serving. 

• Always be conscious of noise and use a low voice in the Kitchen, especially when 
chopping, washing or putting away dishes, changing trash bags and filling water dispensers. 
Whenever participants or facilitators begin talking in a way that volume goes up, very cordially 
ask them to visit outside to help us keep things quiet for the Treatments happening in the 
house. 

o Consider whether actions like running the food disposal during the quiet time of the 
morning is appropriate. Sometimes the kitchen is away from the meeting area and this 
is not a problem. If it is an open kitchen, please consider waiting until the morning 
meeting is over. 

• Work with the House Facilitator if help is needed to lift the large water containers when 
they refill the hot water heaters that are 1/2 empty through out the day so that hot water 
is continuously available: Please provide a vibration of Team support to the House 
Facilitator. If for any reason it appears the House Facilitator is consistently unavailable to refill 
pots, please notify the Event Lead. Do not provide instruction to the House Facilitator. 

• Provide a supportive environment for participants by having sufficient room in trash 
containers for their plates, plastics, and other disposables. Please support the House 
Facilitator if help is needed to lift, bag, or empty trash containers when 3/4 full. 

• Make sure that several small bottles of water are set out for Participants in a 
designated area for easy access. 

• Gently remind Participants and the rest of the Kitchen Team to keep their voices down. 
Facilitators and Participants can also congregate outside or take a walk to move their energy 
while conversing. A quiet house assists Participants to sleep in the Sleeping Room  
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undisturbed and peacefully, fully integrating the Energy from their Treatments. Everyone can 
help be responsible for creating a quiet, restful atmosphere where the Energy can flow. As 
Facilitators, all our jobs are designed to assist in the flow of the Energy. Silence is one key 
way. 

• Some people bring in their own food.  Please label and find a spot in the refrigerator that 
works with the flow of your team. Politely ask the Participants/Facilitators who brought their 
own food to ask you to retrieve it for them. Let them know this supports the flow of your team. 

• For food given to Dr. B as a gift, please ask the donator what ingredients are included in the 
food item. Communicate this information to the Event Lead and get approval prior to seeing 
on Dr.B’s tray. Ensure the person giving the food gift that you will let them know his 
appreciative feedback once you hear it. Ask them to please wait for that, since you have no 
idea when it will actually be served. Label the food item clearly:  To Dr. B from _____ and 
include the name of the item and ALL ingredients. 

• Please use the index or printed cards on the stand with a clip to let Dr. B know what each 
item is, calorie count, and if any of the items are gifts and from whom. 

• The Runner completes shopping during the day for pre-ordered food platters, additional 
items for Dr. B’s meals (fruits and veggies) and / or food needed for replenishing the 
Participant’s food supply (usually from HEB, Randall’s or Costco. We buy limited items from 
Whole Foods, only if nothing excellent available at the other stores). The Event Lead will 
determine when to send the Runner out on errands so that all needs for the entire event 
can be accommodated for on one trip if possible. The Event Lead always needs to know 
before a Facilitator leaves the house. 

• Make sure you take care of yourself and take 10 – 15 minute breaks. Coordinate in advance 
with the Kitchen Lead so that the timing of your breaks allows for the successful completion of 
work that is needed for the event. When you do take a break, double check that it is ok with 
the Kitchen Lead and that she knows where you are, when you are returning and has your cell 
phone #. Always coordinate your breaks in a way where at least one Kitchen team member is 
in the kitchen at all times. 

• Support the Kitchen Lead Facilitator to take time for a short break for personal needs, 
journaling, planning what’s needed next, or just resting while participants’ prep is being done. 

Kitchen Team Lead 
The Kitchen Lead is responsible for managing the flow of work in the Kitchen. You will lead the 
Kitchen team in preparing food for the Participant / Facilitator food table and Dr. B’s food trays. It is 
important that you delegate the work to your kitchen team members so that work is spread evenly 
between all of you. It will be important to plan ahead throughout the day so that your team members 
can rotate breaks as needed and you are still successful with your work. Collaboration, tuning into the 
Energy by listening, being of service and support creates the best atmosphere & environment in the 
kitchen for food preparation. 

The Kitchen Lead will be the one given additional / special requests from / for Dr. B. The Lead will use 
the shopping list provided by the Event Lead to define the menu throughout the day for the Participant 
/ Facilitator table and Dr. B’s food trays. 

Please check with the Event Lead to verify that lunch platter have been purchased. If platters 
are purchased then there is no need to create a menu for the Participant / Facilitator table. The 
Kitchen Lead will receive suggestions regarding menu items and make any final decisions called for 
and direct food preparation. The Kitchen Lead on Thursday should pay special attention to leaving 
half or more of the groceries for Friday. The Event Lead will provide support and guidance throughout 
the day. 

Thursday and Friday Kitchen Team Lead Checklist 
• Kitchen Lead and Kitchen Team arrives by 8:15AM each morning. 
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• Kitchen Lead brings a print out of the Kitchen portion of the Facilitation Guide, Thurs / Fri 
checklists, and the Appendix menus (if there are any for this event). 

• Reimbursement forms and Shopping lists with blanks for new inventory info will be provided 
by the Event Lead in the designated area for printed forms used at the Treatment Event. 
Pens, Sharpie, note cards, tape, and labeler can all be found in the small basket or in the EFS 
office. 

• Begin each morning making certain that all is organized, clean and ready to start the day’s 
prep work. Whenever possible, having all prepared from the day before assists the kitchen 
staff to be available for the unexpected that can come up first thing. 

• Please check with Ashley if the Kitchen Lead needs to prepare Dr.B’s first breakfast tray to 
be delivered upstairs at 8:30AM. Sometimes he will have his first tray at the Hartley’s home 
and therefore won’t need a tray until after the 1st Treatment. When delivering Dr.B’s 8:30AM 
breakfast tray, please knock on his door and let him know your name and that you have his 
breakfast. PLEASE DO NOT OPEN HIS DOOR UNLESS HE INVITES YOU IN. If Dr.B does 
not answer when you knock then carefully set the tray down to the side of the doorway so no 
one will trip over it. Then let the Event Lead know that he did not answer. Please return to the 
kitchen and begin work on other items.  

• Kitchen Lead leads a morning team meeting for the Kitchen Team to connect in the Energy 
and create common goals for the day. The goal of the kitchen team is to serve participants in a 
way that has them feel completely taken care of and to provide Energy-filled food to fuel Dr B 
throughout the day. 

• Give new facilitators a tour of the house. Do not take them into the Treatment Room area or 
Dr.B’s office. 

• During your morning meeting please create a plan to take 10 - 15 minute breaks every 90 
minutes so that all team members are given the opportunity to rest, journal and do Energy 
exercises. 

• ALL team members are asked to participate in BOTH guided breathing visualizations with the 
Participants and Facilitator team. Make an agreement that you will coordinate breaks so that 
there is always one Kitchen Team member in the kitchen at all times. If the Kitchen Lead is a 
solo member then please coordinate with the Event Lead to have another team member fill in 
for you. We always want a helpful, loving, Energy presence in the Kitchen at all times. 

• The Kitchen Lead manages the flow of work for the entire Kitchen Team throughout the day. 
Please delegate jobs but also listen and ask for input from the other wonderful and talented 
Facilitators on your team. It is always wise to stay on top of dishwashing so that you are 
ahead in terms of timing for the creation of each tray. 

• Review the food in the kitchen against the shopping list to make sure you know where 
everything is. Please plan to put out 1/2 of the food on day 1, and 1/2 on day 2. 

• Review the suggested trays for Dr B and come up with a plan for those trays. You may use the 
Energy to be creative and come up with trays based on the unique shopping lists for each 
time. Dr. B likes healthy, flavorful, small portions of food. 

• Check readiness first & quickly prepare whatever makes noise so the kitchen can function as 
quietly as possible once the morning meeting begins with the Participants (i.e. Run 
dishwasher if needed & / or empty dishwasher of any clean dishes; new trash bags readied in 
garbage cans; refill all hot water dispensers; put out napkins, paper plates, bowls, plastic 
forks, spoons, knives; unwrap anything still in plastics that make noise put in baggies; wash 
fruit, do chopping for fruit salad prep, slice meats and cheeses, put dips, chips, crackers, etc. 
in serving bowls covered in refrigerator for quick access later.). 

• Whatever is happening in the kitchen really contributes to the atmosphere in the house being 
warm & welcoming, peaceful & quiet for participants’ arrival. 

• Kitchen Lead is responsible for finishing & taking the trays into Dr.B’s office 40 min after each 
time Dr B goes in to the treatment room. Treatment Room Lead/Timer sends a pre-
agreed upon person or text message to Kitchen Lead to say when Dr. B has gone into 
the treatment room to begin each treatment. All trays are timed off this critical 
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communication, so make sure this person/text message is identified by the Kitchen Lead, 
Timer, and Event Lead so you can all begin your timers right when Dr.B begins a Treatment. 

• Kitchen Lead also retrieves the tray from Dr.B’s office after he goes into his next 
Treatment, so it is important to pay attention to texts from the Timer about when he 
goes in. 

• Kitchen Lead needs to have a timer. Many people find the timer on your cell phone to be 
sufficient. You are welcome to bring whatever you are comfortable with. A member of the 
treatment room team tells the kitchen when the door is closed. Set your timer and plan on 
bringing up the next tray after 40 minutes.  Pay close attention to this. Ask throughout the day 
and make sure you always know what time Dr. B has entered into the treatment. Every 60 – 
75 minutes you will be preparing a tray for Dr B, a total of 6-8 trays. The egg tray usually goes 
up after the 5th person. Check with the Event Lead in the morning about this.  

• Clean up immediately once a tray has gone upstairs, clearing away sink and prep areas 
completely to be ready for whatever may come next. We wash and dry dishes by hand. A 
drying rack is provided so that you can place the clean, wet dishes to dry while you prep the 
next tray. 

• After the 4th or 5th participant has been treated, Dr. B will want coffee. Kitchen Lead checks 
timing of this with Upstairs Lead / Timer or Event Lead. Check in around 11am with the 
Event Lead to see how timeline is going, if it looks like this will be wanted. The coffee 
will be delivered according to Dr.B’s specifications. 

• Get the Checklists; check and complete each detail for day’s wrap up each day. 
• Turn in to the Event Lead when complete & before leaving for the day. 

Dr. B’s Food Preparation 

Dr. B’s food preparation is a sacred Energy practice and expression of love and appreciation. 
Providing the fuel that supports Dr. B is a conscious way of honoring him and the Energy. Dr. B 
appreciates your commitment to do this job in the Energy and he notices everything! 

Ashley Hartley will be a key consultant on how to be successful in this job. The Upstairs Lead / Timer 
will know the timing needs throughout the day; and Ashley will provide the overall direction of his food 
preferences or needs from the kitchen. The Timer gives feedback of what is liked on a tray and if the 
portion sizes are working. 

Being flexible, awake and aware to The Energy is vital with this job. When in the flow of the 
Energy, you’ll get instincts on what to provide on Dr. B’s trays, trust / follow those. Being fluid and 
shifting as Dr.B reports what he needs is key since we know an outline of what is usually needed, but 
each day and time of the day can be different depending on how The Energy is flowing. Providing 
what he needs to sustain his Energy is a huge part of this job. 

Occasionally sacred foods get eaten by others. To prevent this from happening, all his food will be 
wrapped and labeled, “Dr. B’s Food”. 

To show honor for Dr. B, set his tray with glassware, ceramic ware, silverware, chopsticks and cloth 
instead of plastic silverware and paper plates. Use a tray to transport his food to his office. 

Checklist for Dr. B food trays: 
• On each tray include three large paper napkins folded, knife, fork, spoon and chopsticks. 
• On every tray include a card with the calorie count for each item and a total calorie count for 

the entire tray. The goal is that the trays are around 300-400 calories total except for the tray 
with the eggs and his dinner. There are many sample cards that have been previously created 
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that you can use as a template. It is also a good idea to have your internet browser open on 
your phone to a calorie counter app. 

• The goal is to have Dr. B’s food waiting for him before he exits the treatment room. The 
Upstairs Lead / Timer and Kitchen Lead will communicate the timing. The Upstairs Lead / 
Timer gives the Kitchen Lead the time via text when Dr. B goes in to begin a treatment. This 
alerts the Kitchen Lead that there are 40 min. until the tray needs to be assembled and 
delivered on into Dr.B’s office. The goal is to have the food upstairs in 40 minutes after the 
treatment door was closed. 

• Always confirm your receipt of text communications. 
• Please set aside a portion of the catered lunch food for Dr.B. You can store this aside in the 

refrigerator with a sticky note saying, “Dr.B’s food” so someone else doesn't accidentally eat it. 
The Participants and Facilitators will eat all he food put out on the table so its important you 
set Dr.B’s portion aside BEFORE you serve the catered food to the Participants. 

• Prepare small portions, of a variety of foods, throughout the day for Dr. B. As is possible allow 
Dr. B to do the food combining (i.e. yogurt in a bowl with separate smaller bowls of fruits / 
berries / cereal on the side or BBQ with sauce in a bowl on the side) 

• Drinks: To start the day, please serve almond milk over ice in a short glass and a short glass 
of iced grapefruit juice. In the afternoons, he may prefer a green juice, Coconut water, Energy 
iced tea.  

• Dr. B’s tea: Always have one cup prepped in the kitchen with tea balls and labeled ‘Dr. 
B’ & ready to be filled with water for him in case the Upstairs team asks for it. You may 
never use it, but it is wise to have it ready ☺. 

• Throughout the day Dr. B’s tea will be maintained by the people assisting him in the 
Treatment Room. He will have hot tea in the Treatment Room and in area where he 
takes his breaks as well. Ask the Upstairs Timer / Lead if he / she has enough extra 
backup tea balls ready upstairs. 

• Ordering and Preparing Coffee for Dr. B: He prefers a combination of Starbucks and 
Bulletproof coffee. Please ALWAYS ask the Event Lead what his preference is, since this may 
change from event to event. You are always a contribution by double checking to be sure you 
are very clear what he wants this time : ). 

• From Starbucks—a Venti coffee with 4 ristretto shots. Please get a Tall size 1/2 and 1/2 on the 
side. 

• Make a Bulletproof coffee at the Treatment location using the bullet blender and french press 
we have—first french press the Bulletproof brand coffee grinds and pour off into the blender, 
add 1 TBS grass-fed unsalted butter, add 1 TBS Brain Octane oil, add 1 scoop Bulletproof 
collagen protein. Blend together (in a quiet place in the Treatment location so not to disturb 
the Participants). 

• Ask Event Lead whether to mix the Bulletproof with the Starbucks or to let Dr.B mix himself. 
• Never microwave the coffee to reheat coffee. Pour the coffee into a saucepan on the stove 

and slowly warm on very low heat. 

Sample Ideas for Dr. B’s Trays 

The goal is to have each tray be about 300-400 calories, except the tray with the eggs and his dinner. 
In the warm months, serve Energy ices tea throughout the day. Please note that he may want his egg 
tray AFTER the 5th Treatment. Please confirm this in the morning with the Event Lead. 
Note: It’s always a good idea to sample the fruit before you serve it to make sure it is ripe, sweet, and 
fresh. 
USE THE ENERGY TO CREATE THE TRAYS : ) 

Pre-Event Tray (after waking up) 
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(This is his breakfast tray that is served BEFORE the first Treatment at 8:30am. You may skip this 
tray if he eats at the Hartley’s before-hand. Check with the Event Lead to determine this) 

• Mixed berries, yogurt, cottage cheese, short glass of almond milk with ice, short glass of 
grapefruit juice with ice (fill to 1” from top). 

• You can alternate yogurt and cottage cheese in the morning 
• Include calorie count card 

First Tray (to be served after first Treatment) 
(1st, 2nd, and 3rd trays could be interchangeable. Let the Energy guide you! Make creative use of the 
food that is available. Variety is key.) 

• Bananas and cinnamon, grapefruit (peel the grapefruit serving in whole segments minus the 
skin). More berries. Cottage Cheese. Short glass of almond milk with ice, short glass of 
grapefruit juice with ice (fill to 1” from top) 

• Or pineapple and berries 
• Start Dr. B’s toast, and prepare for the 5th tray by setting out the supplies for the eggs 
• Include calorie count card 

Second Tray (to be served after second Treatment) 
• Cantaloupe (could also be the second tray, go with the energy)  
• Yogurt  
• Short glass of almond milk with ice, short glass of grapefruit juice with ice (fill to 1” from top) 
• Kiwis and orange segments / make nice decorations with the fruit 
• Include calorie count card 

Third Tray (to be served after 3rd Treatment) 
• 1 / 2 papaya with lots of lime slices. More of the same as on first three trays, switch it up, 

different mix. He loves the berries, can send those twice with different things. Have it look like 
something he has not already had.  

• Short glass of almond milk with ice, short glass of grapefruit juice with ice (fill to 1” from top) 
• Prepare for the egg tray (4th tray) after the this 3rd tray goes up: fill the sauté pan or pot with 

hot water from the hot water dispensers. Prep the eggs by cracking them into individual small 
bowls. Do not light the stove burner until immediately when Dr.B completes the 4th treatment, 
the Kitchen Lead gets up to turn the stove on and bring water to a boil. The goal is to have the 
water boiling just after he comes out of the treatment so you can deliver the eggs fresh and 
hot. Move calmly and quickly. Make sure coffee is sent for and ready. 

• Include calorie count card 

Fourth Tray (to be served after 4th Treatment) 
• Three poached eggs (cooked for 2 min, 15 sec); cold spinach or arugula under the eggs, pick 

the stems off. [Sometimes Dr. B is served gluten-free toast with jelly and butter. When 
toasting, toast 2 or 3 times so it is extra crispy but not burnt. Share the prep work by having 
one person butters and jellies toast, one person makes drinks, one person makes eggs] 

• Short glass of almond milk with ice, short glass of grapefruit juice with ice (fill to 1” from top) 
• Include coffee 
• Include calorie count card 

Fifth Tray (to be served after 5th Treatment) 
• Specialty cheeses, crackers, some sweets, gifts of food from people. Nuts. Salad. As it gets 

closer to dinner, the watermelon. Variety is key. Avocado dish this tray or next. Olives on a bed 
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of lettuce, he might eat the lettuce. Stuff the small peppers with goat cheese. Later in the day 
he prefers variety and small amounts of food. 

• Hummus in the afternoon once, scoop up the pretty middle. Artichoke dip once with some 
veggies. A few gingersnap crackers every time. 

• Listen to the Energy, be familiar with what foods you have. Small amounts, All small portions. 
Small pieces that he can pick up with his chopsticks. 

• Note: If he does not eat one of these trays, send up fruit next – only watermelon, cantaloupe, 
very small amounts of other fruit. 

• One tall glass with ice of coconut water/milk, Energy iced tea, grapefruit juice 

Sixth Tray (to be served after 6th Treatment) 
• Watermelon. ½ Cantaloupe cut in cubes. The hotter it gets, the less he eats. Prefers 

watermelon and cantaloupe when it is hot. More fruit in afternoon. Decorate with berries. 
• If he is behind, he will tend to eat less. 
• One tall glass with ice of coconut water/milk, Energy iced tea, or grapefruit juice 
• Include calorie count card 

Seventh Tray (to be served after 7th Treatment and will not be needed on Fridays) 
• Variety of afternoon tray 
• Determine what you bring him based on how much he has been eating. If he is leaving a lot of 

food on his tray, then send him smaller portions. 
• A small salad with feta cheese crumbles and rice crackers; fresh peaches, pineapple chunks, 

or cantaloupe and cottage cheese, small bowls nuts, seeds; use food from the Participant 
lunch platters. 

• One tall glass with ice of coconut water/milk, Energy iced tea, or grapefruit juice 
• Include calorie count card 

Participants Food Preparation 

When platters of food are ordered:  

Morning 8am - 11:30am: 
Goat milk yogurt 
Sliced apples (rub with lemon to prevent browning / chopped fruit salad 
Kind bars 

Afternoon 11:30am - 5pm: 
Mediterranean platter (including dolmas, olives, red peppers, tabouli, artichoke hearts, feta cheese, 
hummus, naan, tzatziki sauce) 
Grilled chicken platter (with spicy peanut dipping sauce) 
Garden veggie platter (Asparagus, snow peas, mushrooms, carrots, and more, with special love dip) 
Kale, cranberry, and pepita salad 
Ginger cookies 

At events where no platters are ordered, below is a suggested menu:  

Breakfast (on the table by 9 am)  
• Check hot water & refill serving containers; 

•Small water bottles, plates, bowls, plastic cutlery all out. 
• Fruit salad prep - Wash, chop into Bite-size Pieces the following: 
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•2 ½  - 3 C - Apple;  1 ½ C Grapes cut in ½ ‘s; 1 ½ - 2 C Banana; 1-1 ½ C Pineapple; ¾ C 
Orange or Tangerine; Mix ¼ C lemon or lime juice and 2-3 T Honey, drizzle over top and 
mix thoroughly. Cover, put back in refrigerator until morning 1st break. 

• Slices of Melons chopped in separate bowl available. 
• Toast cut bite sized with butter and jam in small bowls on the side 
• Whole fruits washed and in serving bowl. 

Mid-day Lunch (on the table by 11:30 am)  
• Nuts, chips, crackers, trail mix, and dips  
• Set out meats, cheeses and other perishables in small amounts throughout the day, refresh 

about every 2 hours or less if needed. 
• Condiments in small bowls - mustard and mayo 
• Multiple vegetable trays  
• Marinated cucumbers  
• Attend to any Participants food needs and food table area so all stays fresh and servings look 

appealing. 
• Prepare food for Facilitators assisting in the house, if it seems appropriate, and there is time 

(i.e. Ask Ashley, Maggie, & Stewart what they might like for lunch, snack, and/or for dinner). 
• Please make the table full and inviting to participants. Put out food in large trays and bowls.  

Evening meal (on the table by 4 pm)  
• Nuts, chips, crackers, trail mix, dips ready in serving containers. 
• Set out meats, cheeses and other perishables in small amounts throughout the day, refresh 

about every 2 hours or less if needed. 
• Multiple vegetable trays  
• Marinated cucumbers  
• Sweets - cookies etc.  
• A large mixed salad 
• Attend to any Participants food needs and food table area so all stays fresh and servings look 

appealing. 
• Prepare food for Facilitators assisting in the house, if it seems appropriate and there is time 

(i.e. Ask Ashley, Maggie, & Stewart what they might like for lunch, snack, and/or for dinner). 
• Please make the table full and inviting to participants. Put out food in large trays and bowls.  

End of Day 
• Go over the End of Day Checklists with the Kitchen Lead and turn it in to the Event Lead when 

complete & before leaving for the day. 
• Make note of any adjustments that need to be made to the Treatment House Guide and the 

shopping list; make note of what food is leftover so the shopping list can be changed.  
• Check with Ashley or Sara K to see what time leftover food should be packed and put away.  
• Dr.B asks that ALL Facilitators leave the Treatment House by 9PM 

End of Day Close Down Kitchen Checklists 
Closing down of the kitchen should start about 4:00pm each day. Stay in touch with the Event Lead 
about the timing for this. 

Thursday 
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• 4:30PM - Remove all food from the table and transfer it to paper plates for Participants to take 
home if they are hungry. Please put any plates of food for Participants in the refrigerator. 
Replace all silverware with plastic utensils. Place plastic utensils in paper cups. 

• All serving dishes, glassware, cookware, utensils and silverware are washed and cleaned by 
hand, dried & placed in areas they will be used the next day. 

• Restock Dr. B glasses in freezer. 
• Send the Runner for final shopping of any needed supply items needed for Friday. 
• Kitchen refrigerator is cleaned inside and out & all foods consolidated or restocked for Friday. 
• Connect with the Event Lead about Participants who are still sleeping and whether they will 

want to take a baggy of food home with them when they leave after the kitchen is already 
closed. Prepare any needed food plates out of what’s left on the dining room table (or special 
requests as appropriate), cover with plastic wrap, label with their name, bag and put in 
refrigerator. Let Event Lead know where they are once kitchen is closed. 

• Breakfast and lunch items prepped as much as possible for Friday’s kitchen team. (i.e. cut up 
fruit and placed into baggies) 

• Consolidate all pantry items into single baggies of each item, instead of Day 1 & 2 sets. 
• Clean all Dr. B plates, bowls, glassware, utensils, silverware, place mats, trays. 
• All counter tops, stove top, sink cleaned. 
• Participants serving areas are wiped down & prepped with dry goods and small water bottles.  
• 5:00PM - check with the Event Lead as to how many people are left in the sleep room & see if 

any take home plates of food will be needed for these participants. 
• Put all food away that are good and throw away anything that’s been out for a few hours. 
• Empty all trash cans; sweep & mop floors in kitchen and serving areas. 
• Please complete your feedback form and checklists prior to leaving at the end of the day. 

Provide them to the Event Lead. 
• Complete your Facilitator Victories forms making special note of how all the training Dr. B is 

providing around the Treatment Events is showing up for you and creating wins! What are you 
learning from his training and what is the Energy showing you? Where did you use the training 
for this event to create wins? 

Friday 
• 3:00PM - Check with the Event Lead about: (1) beginning Pre-Tear Down by bringing all the 

flowers to the kitchen and washing the vases. NOTE: A member of the kitchen tear down 
committee may be scheduled to arrive at 3:00 pm to begin this part of the tear down process.; 
(2) bringing the kitchen boxes into the kitchen to begin the tearing down process. 

• 4:30PM - Make certain to check with the Event Lead to see how much fruit, veggies, salad 
and salad dressing will be needed for anyone staying at the house Friday night and / or Sat. 

• Connect with the Event Lead about Participants who are still sleeping and whether they will 
want to take a plate of food home with them when they leave after the kitchen is already 
closed. Prepare any needed food plates out of what’s left on the serving table (or special 
requests as appropriate), cover with plastic wrap, label with their name, bag and put in 
refrigerator. Let the Event Lead know where the plates of food are once kitchen is closed. 

• Go through the remaining groceries with Ashley Hartley to determine what she will be taking 
home for Dr.B after the event and set these items aside. 

• Transfer all food (on the serving table) from serving dishes to paper plates in the refrigerator. 
Replace all silverware with plastic utensils. Place plastic utensils in paper cups for easy 
access in the kitchen. The goal is to clear the serving table and begin the Kitchen tear-down 
process. 

• All serving dishes and cookware are emptied; dishes, cookware and silverware are washed & 
placed in one area for the Kitchen Tear-down team to pack up. PLEASE double check that 
you are packing ONLY MEI items and not the host’s home. Ask Ashley Hartley to check 
the dishes, silverware and cookware. 

• Be sure to pack the MEI salt and pepper mills. 
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• Please store place mats with care: important to lie flat with paper towels protecting from 
getting folded or corners bent; put mats inside 2 white serving trays so they stay totally flat 
and put all back into long, flat brown box. Leave these so they can be used for Dr B’s 
breakfast on Saturday and Sunday. 

• Consolidate all pantry items into single baggies of each item, instead of Day 1 & 2 sets. If 
something can be stored until next time, put amount left in Inventory column of shopping lists. 
Anything perishable, ask Event Lead where to distribute them. 

• Inventory all food stuff, dry goods like toilet paper, paper towels, paper dishes, cups, plastic 
cutlery, foil, plastic wrap, ziplocs, trash bags (see shopping lists for complete list of inventory 
supply items to mark) make and storage so we don’t need to shop for them next time. 

• Complete inventory checks on the Shopping Lists for HEB & Costco in the supply basket on 
kitchen counter and give Kitchen Lead to add to next Treatment time’s shopping lists. Our goal 
is to be more conscious, have no waste or double shopping. 

• Wipe clean all counter tops, stove top, tables, & clean sink. (Throw away any sponges.) 
• 5:00PM - check with the Event Lead as to how many people are left in the sleep room & see if 

any take home plates of food will be needed for these participants. 
• 7:00PM - walk around the house and give the teardown team a last call to get something to 

eat. Check with Event Lead on the exact timing for this.  
• Prepare any needed food plates out of what’s left on the participants table (or special requests 

as appropriate), cover with plastic wrap, label with their name, bag and put in refrigerator. Let 
Ashley know where they are once kitchen is closed. 

• All MEI dishes, cookware, and serving utensils cleaned & arranged neatly for tear-down. 
• Empty all trashcans & put in new bags. 
• Provide the Kitchen Inventory List to the Event Lead so she can add necessary items to the 

shopping list for next time. 
• Gather the white kitchen towels to go in a separate blue laundry bag of just towels. Please 

make sure the designated Laundry facilitator receives them. 
• Please complete your feedback forms and provide to the Event Lead before departing for the 

day. 
• Complete your Facilitator Victories forms making special note of how all the training Dr. B is 

providing around the Treatment Events is showing up for you and creating wins! What are you 
learning from his training and what is the Energy showing you? Where did you use the training 
for this event to create wins? 

Dr. B’s BBQ 

BBQ is sacred ☺.  Quoting Dr. B when once handed a deli sandwich stacked high, “I’m sure this is 
lovely, but I don’t come to Texas to eat regular sandwiches.” Dr.B loves eating BBQ when he comes 
to Austin for Individual Energy Treatments and especially trying the latest and greatest BBQ that 
Austin has to offer. 

On Wednesday and Friday morning, the BBQ team members travel to the best BBQ joints in Austin to 
pick up all of Dr.B’s favorite items. Begin shopping for BBQ on Wednesday or Friday no later than 
10:00am to stay ahead of afternoon traffic. All Items must be back to the house by no later than 3:00 
p.m. 

Please always get lots of BBQ sauce from every BBQ joint where you buy meat. You can’t get too 
much sauce. 
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Please connect with Ashley Hartley PRIOR to the event about which BBQ stops to make for each 
event and what types of BBQ to get at each location. 

LOCAL AUSTIN BBQ pickups: 
Please always purchase the suggested sides when possible, however good looking sides from 
any place are ok. Please call Ashley if you have questions. 

Terry Black’s BBQ (accepts phone orders): 
1003 Barton Springs Road 
Austin, TX 78704 
www.terryblacksbbq.com 
1 lb brisket, 1 lb pork ribs, 1 lb sausage, 1 individual beef rib if they can do 1 
5oz each of potato salad, cole slaw, and pinto beans  
Please get lots of extra sauce!! 

Franklins BBQ (10:30am arrival): 
900 E. 11th Street, Austin TX 78702 
Please arrive by 10:30am because Franklins will have a long line and will sell out. 
1 lb of Ribs, 1 lb of Sausage, 1 lb of Brisket, 1 lb of Pulled Pork 
1 pint each of potato salad and pinto beans  
Please get lots of extra sauce!! 

LA BBQ: 
1200 E 6th St, Austin, TX 78702 
Try ordering this ahead TO GO – 512-605-9696 
1 lb Brisket, 1 lb of Beef Ribs, 1 lb of Pork Ribs, 1 lb House-made Sausage 
1 pint each of chipotle slaw, pinto beans and potato salad, pickled veggies 
Please get lots of extra BBQ sauce!! 

Stiles Switch BBQ: 
6610 N. Lamar, Austin TX 78757 
1 lb. Brisket, 1 lb. Beef Chuck Ribs, 1 lb. Pork Spare Ribs, 1 lb Spicy Sausage 
1 pint each of potato salad, pinto beans, cole slaw and corn casserole 
Peach cobbler (no ice cream) 
Please get lots of extra BBQ sauce!! 

Rudy’s 360: 
2451 S. Capital of Texas Hwy, Austin TX 78746 
1 lb Moist Brisket, 1 lb Pork Spare Ribs, whole link Jalepeno Sausage, half chicken 
1 pint potato salad, spicy beans, cream corn, cole slaw 
Please get lots of extra BBQ sauce!! 

Ironworks BBQ: 
100 Red River, Austin TX 78701 
½ chicken, 1 slab of pork ribs 
2 servings of corn on the cob and pinto beans 
Please get lots of extra BBQ sauce!! 
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Preparing the BBQ 
Heat the BBQ in the oven in a broiler pan with water in a glass bowl to keep moisture in the meats. All 
pieces wrapped in aluminum foil and evenly spaced for max heating; cover the entire pan with foil. 
You may also heat BBQ on the stove in a skillet with a small amount of water in the bottom on low 
heat. Do not reheat the BBQ in the microwave. 

Facilitation Main Area 

The Greeters 
You are the very first people that the Participants connect with coming into their special Treatment 
Day. The way you represent Source Energy will be their first impression of our team and Dr. B, so 
please come clear-minded and connected to the Energy with your best Energy self present! 
The goal is for participants to walk in and feel the inclusive connected welcoming feeling of the 
Energy. You may be the first contacts they have that day, so when graciously welcoming them have 
your energy lovely and peaceful. Allow participants to notice your warm centered nature. 
Remember that the Participants may be going through a host of emotions and thoughts leading up to 
their Treatments. Some of them may be experiencing a treatment for the very first time. So it is key 
that you are calm, peaceful, and reassuring. 

Upon arrival at 8:00AM: Check in with the Participant Team Lead to get connected and in synch. As 
a team, check the front hall table and kitchen area for the correct supplies: 
Participant supplies 
• Scheduling Follow-up Calls - A list of various available call times with Dr. B will be provided. 

Have the participants select the best time for their call and fill in their name and phone number 
where they can be reached at that time in case Dr. B has to call them back. Make sure people 
write their names and numbers legibly and that they include area codes. This allows us to be sure 
everyone has a time scheduled by getting the few that didn’t get completed. You may want to do 
this after everyone has arrived and is calmly settled in the morning meeting area, but 
before the morning meeting begins. You can bring the schedule to them with a pen and go 
one person at a time through the seating area. **On the chance that there is no F/U Call 
Schedule available, please connect with the Event Lead to determine a plan** 

• Follow-up call reminder slips - Give every participant the reminder call slip form with their day 
and time written on it to remind them of their special call time and instructions for placing that call. 
This can be completed after the morning meeting has begun and you can even give to the 
Participants on the first break. The goal is to do it at a time when you are calm and things 
are settled. No need to push to complete this right when everyone is arriving and things 
are busy. 

• Feedback Forms - Please provide every Participant with a Feedback Form at the very beginning 
of the day before the Morning Meeting begins. Let them know that this form goes directly to Dr.B 
and that he is VERY interested in their feedback. Please provide these forms to Ashley Hartley for 
collection once completed. 

• Zoom Follow-Up Meeting on Saturday - Ask the Participants if they will be attending the Zoom 
follow-up meeting on Saturday and give them the hand-out with instructions. If someone indicates 
he or she will not be attending, please let Ashley Hartley know right away.  

• Noticing the Energy Around Your Treatment - Please provide this to Participants when you 
check them out to leave for the day. This is to support them seeing the Energy around the 
Treatment, inspiring wins journal entries, and having something to share for the Follow-Up Zoom 
Meeting on Saturday. Please explain all these opportunities for using this hand-out. 
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• Nametags (by the tea cups and water heaters) - Different colors distinguished facilitators from 
participants and be sure the participants know what they mean (white = participants, blue= 
facilitators.) 

• Tea cups and water dispensers (in the kitchen area) - Let the participants know this tea is not 
like the tea in the States. It is a special tea that has been Energized by Dr. B and only a few 
leaves are needed. Let them know we’ll offer to refill their cups with water (or they can) throughout 
the next few days in the Energy. The tea gets even more powerful as the days go by because Dr. 
B will energize the leaves so that is why your name is on the cup and we won’t discard them. 
People will also bring the tea into their treatment so he can energize it and it will assist 
participants in feeling and connecting to the Energy. The tea process is very much honored in the 
Chinese culture and with this 5,000 year-old Chinese Energy system. 

Positioning in the morning: 
GREETER #1: Positioned inside the Treatment Event location in the main morning meeting area. You 
will be the last Greeter each Participant connects with as they enter the Treatment Event. You will be 
the main Greeter managing the Participant supplies. 
• Have a huge Energy smile on your face and lovingly invite Participants to have a seat in the 

morning meeting room and tell them you will get their tea, and nametag, and materials for the day. 
• It is helpful for you to also direct them where to store their belongings so that the morning meeting 

seating area isn’t cluttered. 
• The key to success in this position is clear communication in a loving, supportive manner. Tell the 

Participants what to do and make things easy by bringing their materials for the day to them so 
you don’t have a bunch of folks milling around. 

GREETER #2: Positioned at the front door, watching for Participants to walk up and open the door for 
them. 
• You may stand outside the front door if that is easier. 
• Put on a big Energy smile to welcome Participants and invite them to enter. 
• You will ensure that they are calmly and kindly transitioned to Greeter #1 in the morning meeting 

space. 
• You many assist Greeter #1 by directing Participants where to place their belongings. 
• Please stay near the front door so you are present to welcome ALL Participants in to the location. 

It is really key that each Participant connects with every Greeter and has the experience of being 
supported all the way into the Treatment location. 

OUTSIDE GREETER: You will be positioned at the end of the driveway to wave, smile, and welcome 
the Participants as they are dropped off by their drivers. 
• Please be friendly, kind, and helpful. 
• Work collaboratively with the drivers to keep the driveway as clear as possible while finding them 

spots to park while the Participants are dropped off. Be a solution-oriented person and remember 
you are the very first representative of the Energy that the Participant will have, so do the best you 
can to be welcoming! 

• Point the Participants in the right direction to the front door where they will be entering the 
Treatment Event location. 

Participant Team Facilitation 
Working with the participants at the Treatment events is a sacred opportunity. You are available to the 
Participants to maximize their day in the Energy by answering questions, taking them for walks, and 
encouraging them to move their Energy every 90 minutes. The key is to stay in the spirit of being in 
complete service to the Participants. Remember that this is their day and you are there to support 
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them with what they need to have a great day. Stay in tune with them, quietly see if they need 
anything, or need to make a change in their Energy. The Participant Team Lead will guide you to lead 
the Participants through the Energized activities that Dr.B has designed for them to integrate the 
Energy from their Treatments. 

Upon Arrival to the Treatment location: 
• Please arrive on time to the Treatment location since you will be supporting the arrival of the 

Participants and you want plenty of time to coordinate with your team before the Participants 
arrive. 

• Check in with the Participant Team Lead and offer support and help with anything he/she says 
needs to be done. Please be flexible and willing to do whatever is needed. 

• Be alert, aware, and accurate in your work. 
• If the Energy in the morning feels elevated or frenetic, then take a deep breath and bring your 

calm Energy emotions in to create a zen-like vibe for the Participants and your team mates. 

During the Morning Meeting: 
• Pay attention to the meeting. 
• Really listen to the morning meeting. Take notes on key points and make notes on handouts 

so when Participants ask questions later, you will be able to answer. 
• Help with handouts or other tasks necessary to make the flow of the meeting successful. 

During Breaks in the Morning Meeting: 
• Help Participants refill tea. 
• Be clear of the dining table, so Participants have room to feel free to get food. 
• Alert people when it is time to return to the meeting. 
• Remind and help the House Facilitator to fill hot water pots. 
• Collect errant tea cups and bring back to the armoire in the dining room 
• Straighten up the house regularly 

After the A.M. Meeting: 
• The Participant Team Lead should make a brief announcement immediately following the A.M 

Meeting to all the Participants that throughout the course of the day your team is there to 
support the Participants experiencing several different activities that Dr.B has designed for 
them to all integrate the Energy from the Treatments—going for walks outside, group and solo 
journaling, group Energy exercises from the Immersion course. 

• Let Participants know that except for the very next person being treated, they can go for walks 
with a Facilitator and move their Energy.  

• For Participants in the house, encourage them to read the success books or to journal. 
• You might be asked to set a Participant up with the recording of Stewart’s morning meeting if 

they missed it. This would happen after their Treatment, sleeping and being given the 
opportunity to eat. The Participant Team Lead will let you know if someone needs to listen to 
the morning meeting CDs or the digital recording or if you need to recreate the meeting for 
them.  

• Big smiles! Have fun with the participants. They like it (even if they are sitting quietly by 
themselves) when they see that their facilitators are really enjoying the day and enjoying being 
with them. 

• Remind people to move their Energy every 90 minutes  
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• Remind people to journal, read the success book 
• Take people for walks 
• Shift conversations back to the Energy if they stray off, to make it an Energy rich conversation 

about a contrast or energy subject, doing it gently and lovingly 
• Let the Participant Team Lead know if a Participant communicates he is ready to go home  
• Ask the Energy what to do; trust yourself; ask questions 
• Keep your Energy very toned down and to yourself 
• Remind people to stay quiet in the house and especially in front of the sleeping room 
• Give the participants the space they need to have a solo experience, but be tuned in enough 

to know when they might need to move their Energy; allow them their own space. This means 
no long, deep conversations with Participants. Keep it light and less than 10 minutes unless 
you are doing group Energy activity. 

• Participate in the afternoon journaling meeting with the Participants (if there is one)  
• Ask people if there is anything you can do for them or if there is anything they need. However, 

do not hover over people 
• Stay in close communication with the Participant Lead about how people are doing, what you 

are noticing, what you see could be added in, or how the Energy might need to be moved 
• Take the time to take care of yourself with walks, breaks, and time for journaling. You can 

even journal quietly together or with a participant 

Group Energy Physical Practices - “Fun time in China”: 
Dr. B calls this activity the “fun time in China” experience! 
The Participant Team Lead will lead the Participants in a series of physical Energy practices from the 
Immersion Courses. Please offer your loving support and participation in this activity. 
Dr. B wants the Participants to know that these practices are just for fun to experience the Energy and 
be in China for the afternoon. He wants them to focus on the 4 Treatment Practices— 

•  Getting an extra hour sleep, their Treatment practice, Journaling for 5 minutes, and taking 
action on their goals. 

So gently let the Participant’s know that these “Fun in China” physical Energy practices are just for 
them to enjoy that day. Dr. B asks that they just relax and enjoy instead of trying to memorize them or 
write them down. 
ONLY the Participant Team Facilitators should lead these practices because only you are 
prepared to follow Dr.B’s guidelines. Please set it up that the Participants follow your lead. 

o Important Note: Do not share personal Energy practices from Individual Treatments 
AND Premier since those are designed specifically for each person individually. 
Choose to lead the Participants in physical practices from the Immersion course or 
Mastery Track programs only. 

Walks:  
One of the key ways that Participants can move their energy and connect to the energy during their 
Treatment day is through walks. 
Some treatment locations are convenient for walks and others are not. 
Dr. B requests that Participant Team Facilitators take Participants on walks individually. Sometimes if 
we are short-handed we will send more than one Participant with a Facilitator, but please always be 
sure this has been approved by the Participant Team Lead. 
For the Participant and the Facilitator, the walk is an energy opportunity on multiple levels. It is an 
opportunity to connect to the Energy, shift the Energy in the person’s body, for the Facilitator and 
Participant to have an energy-rich conversation and finally it is journaling in motion—practice noticing 
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upticks and contrasts throughout the walk. The role of the Facilitator is to direct and redirect the 
conversation into one that is energy-rich. Examples of this might include: 

• Pointing to contrasts, unique and positive experiences.   
• What the Participant is noticing about the Energy right now on their walk and in the 

environment 
• What the Participant has noticed about the Energy at the house or leading up to the Treatment 
• New and positive ways they are feeling or thinking 
• Experiences of reverence and gratitude 
• A great reference for conversation topics is the hand-out that will be given to everyone during 

the morning meeting. 
• NOTE: Some Treatment locations are convenient for walks outside, some are not. If you go on 

a walk, leave your name tags on the front table. 
• Walks are also an opportunity for you as a Facilitator to notice contrasts and positive upticks 

for yourself. If you notice the conversation is straying off of the Energy (i.e. what’s going on at 
work, a problem, or something unrelated to the Energy or the Treatment weekend) you can 
invite the Participant to share some of the contrasts they are noticing. You are welcome to 
share about your experiences with the Energy or to even walk in silence. Be gentle, loving, 
and sensitive to what the Participant needs. They may really want an energy-rich conversation 
or to walk in silence savoring nature.  It is ok to just ask the Participant what he / she wants. 

• Please always check out with the Participant Team Lead before taking anyone for a walk and 
sign out on the sign out sheet so everyone knows when you left and return. 

Journaling: 
Please refer to the morning meeting document for more information. The Participant Team Lead and 
Event Leads will lead a group afternoon journaling session for all the participants. All Participant Team 
members are asked to participate. 

If you have concerns about a Participant:  
Please inform the Participant Team Lead right away. Sometimes it may seem like a small issue but 
please just double check by letting the Participant Lead know so he or she can check into it. 
Examples of things that you could come across include: a Participant who wants to sleep but hasn’t 
been treated yet, who can’t sleep, who is upset about something undefined, is upset about something 
specific, doesn’t have their printed goals, can’t remember their Treatment exercise, is upset about 
something from their Treatment, feels ill, etc. There are a variety of things that could be cause for 
concern so please always just communicate to the Participant Lead all the things you are observing. 

End of Day:  
Please provide organizational and logistical support for the Participant Lead Facilitator. Help out by 
finalizing rides and keeping an eye on which Participants are still at the Treatment Event. Only the 
Event Lead or Participant Team Lead Facilitator (if cleared by the Event Lead) are approved to check-
out Participants. 
It is so helpful during this part of the day to ask how you can help and offer support on all the details 
that come up during this part of the day. Keep your Energy high by doing your Energy practices and 
be on the look out for how you can be a contribution to the day ending smoothly and on an Energy 
high note! 
Complete your Facilitator Victories forms making special note of how all the training Dr. B is providing 
around the Treatment Events is showing up for you and creating wins! What are you learning from his 
training and what is the Energy showing you? Where did you use the training for this event to create 
wins? 
Submit your feedback to the Event Lead on a feedback form or send an email. Your input on 
improvements is so valuable! 
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Participant Team Lead Facilitator 
The Participant Team Lead has the very special role of supporting the Participants throughout their 
time at the Treatment house. The Participants are the reason we all get to Facilitate, so supporting 
them is a huge and sacred honor! 

Your role is very important as you will provide the support necessary for the Participants to have a 
wonderful Treatment experience. You are also one of the key people who will support the Participants 
to practice and understand the energized practices that will keep them connected to the Energy after 
their Treatments—journaling, treatment exercises, getting an extra hour of sleep every night and 
taking action on their goals. 

Your job is to manage the Participant Team Facilitators to make sure that the Participants are taken 
care of—having a solo Energy-rich experience doing all the Energized activities Dr. B has designed 
for them at the Treatment house. Make sure Participants are in great shape and see where they 
might need support. Remember that you can’t do everything, that it would be too much. Part of being 
the Lead is directing the other Participant Team Facilitators to take people for walks while you remain 
at the house. Please delegate things to the other Participant Team facilitators so that you can 
continue maintaining the flow of Participant activities at the house. 

You will work closely with the Event Lead to manage your team and support the Participants. The 
Event Lead will check in with you frequently to hear how things are going, to answer your questions 
and to provide guidance. You are encouraged to communicate often so that any potential issues can 
be resolved right away. Please also inform the Event Lead right away if there is a concern or issue 
with a Participant or Facilitator. 

You will also be accountable for completing the Participant Activity spreadsheet so we can track that 
all Participants get to experience the energized activities Dr.B has set up for them at the treatment 
house. Please ask the Event Lead to provide you will this first thing in the morning because you will 
use it all day long. 

Review the Participant Team portion of the Guide: 
• Please read and review this material for your own use and also to support and train your team 

Request a copy of the Participant Ride information: 
• Email the Event Lead the weekend BEFORE Treatment week so she has plenty of time to 

send you this document before the event. 

Upon arrival to the Treatment Event in the Morning: 
• Connect with the Event Lead to align as a team since you will be working closely with her. 
• Connect with the Event Lead and locate all necessary paperwork and handouts for the day – 

treatment schedule, follow-up call slips and schedule, journaling handouts, ride contact 
information, visiting the house on Friday handout, Saturday Participant clearing handout. 

• Have a team meeting with your Participant Team to connect to Source Energy and each other 
as well as give them support to be successful with their Facilitation duties. Connect and create 
your goals for the day; include the sleep room facilitator in this meeting so you can create 
partnership with them. Give new facilitators a tour of the house. Do not take them to the 
Treatment Room Team area. Give your team a sense of how the day will go and a general 
timeline for the day so they know what to expect. 
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• Determine who will focus on each Participant using the Facilitator Treatment Schedule, which 
the Event Lead will provide you. Verify ride information has been provided for each 
Participant. If not, have your team member assigned to that Participant request the ride 
information from that Participant and bring to you as team lead. 

• Assign a team member to take care of calling the Participants’ rides at the end of the day. 
Calling to confirm rides home should commence by 3 p.m.  

• Make a note of the time Participants are taken upstairs to be treated, so you know who 
missed the AM meeting. This is especially important for the new Participants (those that are 
having their first individual treatment). These new Participants will need to listen to the 
recording if they miss part of the AM meeting. Returning Participants do not have to listen to 
the recording unless they request it. 

• Check with the Sleep Room Facilitator that the sound machines in the Sleeping Room are 
turned to the loud setting, which is pushing the knob down (up is low, down is high, and center 
is off). Create partnership between the participant team and the sleep room facilitator.  

• Make sure each Participant chooses a follow-up call time with Dr.B. Take a picture of the call 
back schedule once completed, so you have a back-up just in case the hard copy is 
lost. 

• Make sure each Participant has a follow-up call reminder slip. 
• Take a head count before the morning meeting begins to make sure that all Participants have 

arrived. 
  Friday Participant Team Lead only: 

• Dr.B invites all Thursday Participants to return as guests on Friday so, 
• Please designate each of the Friday Participant team members to be support for one or more 

of the returning participants in addition to the people they will be taking care of as the new 
participants being treated on Friday. 

• Coordinate with the Friday shuttle driver to be sure they know who is getting picked up at what 
times from Davenport village. 

• Verify the shuttle driver has the phone numbers of all people being picked up by shuttle to 
come back to the house 

During the Morning Meeting with Participants: 
• Demonstrate attentiveness and listening throughout the meeting. 
• Take notes on the rich information that is presented so that you are able to answer questions 

later in the day. 
• Keep an eye out for what the Participants might need 
• Support your team members to also participate in the morning meeting as you are. 

After the Morning Meeting: 
• The Participant Team Lead should make a brief announcement immediately following the A.M 

Meeting to all the Participants that throughout the course of the day your team is there to 
support the Participants experiencing several different Energy-rich activities that Dr.B has 
designed for them to all integrate the Energy from the Treatments—going for walks outside, 
group and solo journaling, group Energy practices from the various Immersion and Mastery 
Track Courses. 

o Please do not send people for a walk if they are the next person to be treated. 
• Throughout the day, check in with the Event Lead and observe how the Participants are doing 

to determine when is the ideal time to do the Energy-rich activities Dr. B has designed for 
them. 

o They can sit outside on the patio or enjoy delicious food and tea. 
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o Make sure people have a chance to move after the morning meeting. Perhaps support 
the participants in movement during the breaks. 

In the Afternoon: 
• Touch base with the Event Lead around 3pm to plan the remainder of the day. Once you are 

aligned with the Event Lead, please hold a brief meeting with your team to share that 
schedule with them and get aligned. Give them a general schedule of how things will go. 

• Group Energy Physical Practices - “Fun time in China” 
o Lead the Participants and your Participant Team facilitators in an organized group 

physical Energy practice session where you do physical Energy practices from the 
Immersion and Mastery Track courses. Demonstrate the Energy practices accurately 
and share how valuable these practices are in staying connected to the Energy after a 
Treatment. Encourage all Participants to register for the Immersion Course or Mastery 
Track AND the monthly Catapult calls so they have a support system in place for after 
their Individual Treatments. ONLY the Participant Team Facilitators should lead 
these practices because only you are prepared to follow Dr.B’s guidelines. 
Please set it up that the Participants follow your lead. 

o Dr. B wants the Participants to know that these practices are just for fun to experience 
the Energy and be in China for the afternoon. He wants them to focus on the 4 
Treatment Practices—getting an extra hour sleep, their Treatment practice, journaling 
for 5 minutes, and taking action on goals. So gently let the Participant’s know that 
these “Fun in China” physical Energy practices are just for them to enjoy that day. Dr.B 
asks that they just relax and enjoy instead of trying to memorize them or write them 
down. 

o Important Note: Do not share personal Energy practices from Individual Treatments 
AND Premier since those are designed specifically for each person individually. 

o Helpful Idea: Before you arrive to the Treatment House, please review some of the 
physical Energy practices from past Immersion and Mastery Track courses so you are 
prepared to lead this session. 

• Group Journaling Session 
o Lead the afternoon journaling meeting with the Event Lead or solo if you are cleared to 

do so by the Event Lead. It is best to include as many Participants as possible in this 
meeting so that they all get to experience this essential Energy practice. The goal is 
that you have fewer “make-up journaling sessions” to do later in the day with the 
Participants who miss this group experience. Please remind the Facilitators to join in 
this meeting since it is an essential part of the Treatment experience for Participants. 

o Use the Stay Connected to the Energy document from the morning meeting and ask 
the Participants to follow along with you. 

o Repeat Stewart’s key points and “jewels” about the 4 practices—getting an extra hour 
of sleep, doing the treatment exercise, journaling and taking action on goals. 

o Keep the information portion short. Spend most of your time actively journaling with the 
group. Remember that these people have just been treated. Keep the talking to a 
minimum and instead practice journaling together. 

o Journal individually with any Participants who miss the group journaling session 
• If necessary, have Participants who were receiving their very first Energy Treatment AND 

missed part of the morning meeting, listen to the recording of the morning meeting. If it is 
more appropriate, review the stay connected to the Energy document with them one on one or 
in a small group. 

  For the Friday Participant Team Lead only: 
• Coordinate the schedule with the shuttle driver no later than 3 p.m. to ensure that all Thursday 

Participants leave the house and are shuttled back to Davenport village by 4 p.m. Friday. 
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• Coordinate with your participant team to be sure that the Thursday participants are ready to 
leave the house by 4 p.m. 

Throughout the Day: 
• Check in frequently with the Event Lead to update her on how things are going and allow them 

to contribute to your success. 
• Downstairs coordination – Make sure you keep an eye on where all the Participants are 

throughout the day, who has been treated, who is about to be treated, and who might be 
about to wake up. Make sure that people are aware that they are being treated next. 
Sometimes Participant will find quiet places in the Treatment home or outside to be solo. 
Always have an awareness of where everyone is so we can find them right away if needed. 

• Check with the Event Lead about clearing Participants to go home. You mush be trained and 
approved by the Event Lead to do this. 

• Make sure Participants know that you are available to answer their questions or support them 
in any way that they need. 

• Be awake and aware of what is going on in the house. 
• Take notes about things that can be added to the guide or changes in the Participant Team 

Facilitator job description. 
• Make sure that your team is referring to the checklists. 
• Unless you are sending someone on a walk, if another Facilitator wants to leave or run an 

errand, please ask them to clear it with the Event Lead. 
• If you have a question or message for Dr.B, please ask the Event Lead. She will support you 

or will relay it to Dr.B if absolutely necessary. 
• Please stay focused on the Participants and on connecting to the Energy to see what needs to 

be done next. 
• Take time for your own self care. Please take at least 1 or 2 breaks for yourself throughout the 

day, even if just for 5 or 10 minutes. Do your energy exercises during this time or just sit 
outside and relax. It will be rejuvenating and sustain you throughout the day to manage your 
important role. Organize your breaks with the Event Lead and your team so that things 
continue running smoothly while you are on your break. 

Important End of the Day actions: 
• Make sure that Participants’ rides are called ahead of time for pickups and assist with 

coordination of rides with whomever is handling this on your team. 
• Support the Event Lead in wrapping things up at the end of the day so that the event stays on 

schedule. The goal is that all Participants go home between 5 and 6pm. Guests and 
Thursday participants should leave by 4pm right after the journaling session.  

• All Participants must go through our Check-out process before going home. The Event Lead 
may train you to do this. Please get clearance from the Event Lead before you begin. 

• Participate in the completion of the Main House End of Day checklists 
   Thursday Lead Only: 

• Before each Thursday participant leaves the treatment house: 
• Provide them with the handout which gives them details on how to come back to the 

treatment house on Friday. 
• Invite them to come back and ask them if they are interested in coming back. Be sure you 

have their correct cell phone number to provide the shuttle driver. 
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• If yes, they are coming back, let them know they can be dropped off OR catch a shuttle from 
the shuttle stop (map on handout) at 8:30 a.m or 12 p.m. Please do not give the Participants 
an open window of times when they can arrive. Please give them specific arrival times to the 
house or shuttle stop which will be designated by the Event Leads. Also make them aware 
that they will be returned to the shuttle around 4 p.m. Friday (They may not stay later than 4 
p.m. unless the Event Lead has provided you with different information.) 
NO ONE CAN PARK AT THE TREATMENT HOUSE WITHOUT APPROVAL OF THE EVENT 
LEAD AS WE ONLY RECEIVE LIMITED SPOTS. NO VEHICLES SHOULD BE PARKED ON 
THE ROAD. 

• Make sure they know where to locate the number of the Friday shuttle driver on the handout. 
Also give them the Friday Participant Lead’s cell phone in case they can’t reach the driver. 

• If no, they do not want to come back, give them the Friday Participant Team Lead’s phone 
number in case they change their mind and decide to come. 

• At the end of the day on Thursday, make a list of which Participants are coming back to the 
house on Friday as well as what time they will catch the shuttle (8:30 a.m. or 12 p.m.) or if 
they will be dropped off. Text a picture of that list to the Friday participant team lead so they 
know who is coming on Friday and are empowered to support the shuttle drivers in picking up 
participants and bringing them to the house 

• At the end of the day, please let the Event Lead know of any issues, problems, or information 
that he / she needs to be aware of. THEN, please also call the Friday Participant Lead (before 
8 p.m.) and let him / her know if there are any issues, problems or information they need to be 
aware of before they arrive at the house on Friday morning to lead the team. For example – 
maybe a participant missed the morning meeting on Thursday and wants to listen on Friday or 
they missed the journaling session and want to be involved in one on Friday. 

• Complete your Facilitator Victories forms making special note of how all the training Dr. B is 
providing around the Treatment Events is showing up for you and creating wins! What are you 
learning from his training and what is the Energy showing you? Where did you use the training 
for this event to create wins? 

• Complete your Feedback form and turn in to the Event Lead 
  Friday Lead Only: 

• Double check that all Participants have filled out the Follow Up Call schedule. Then please 
take a picture of the schedule, verify it is clear and easy to read, and email it to Yvette at the 
LA office (yvette.garay@ymail.com). Please also cc the Event Lead so she knows this has 
been completed. Give the original to the Event Lead (via the red Participant Victories folder).  

• Complete your Facilitator Victories forms for Dr.B and leave in the red folder. 
• The Event Lead will provide feedback forms to your team members to provide feedback about 

the day. After completion of the form and their duties, facilitators can leave the house unless 
they want to discuss with the Event Lead directly about what worked and what can be 
improved before they depart. Hand in checklists before you leave.  

Enrollment Facilitator 
You have a sacred and honored role designed to support the Participants in staying connected to this 
Source Energy after their Treatments and for the rest of their lives! 

The Goal: 
Dr. B created Enrollment Facilitator job with the goal that the Participants being treated have 
structures in place to keep them powerfully connected to this Source Energy when they are back in 
their lives. Dr.B’s measurement for achieving this goal, is that Treatment Participants are registered in 
the Energy Immersion Course (EIC) or Mastery Track AND the monthly Catapult into this Energy 
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audio series. Their registering in these 2 Energy vehicles is key to help them beat the Matrix, and 
maintain and expand their Source Energy connection. 

Prior to the Event: 
Ask the Event Lead to provide you with an up-to-date list of which Participants are enrolled in the EIC 
and Catapult audio series. This may be available before you arrive to the Treatment event or the 
morning of. 

The Method: 
Connect with Participants during the Morning Meeting and talk with them during the breaks, before 
they’re treated if possible. This allows you to have a relationship with them prior to offering them 
support via enrollement after their Treatment. During the event as you connect with Participants, text 
the Event Lead so she can let Dr. B know any resistances or Matrix the Participant may have about 
enrolling in the EIC or Catapult audio series. This supports Dr. B so he can have an Energy 
conversation with the Participant about enrolling during that Participant’s treatment. Then the Timer or 
Event Lead will text the Enrollment Facilitator with a “yes” or any other data Dr. B may have on that 
particular Participant. 

Many Participants are already enrolled in the EIC and it may be quite natural for them if you ask them 
to register in the Catapult audio series before they’re treated. That is especially important if the 
Participant is treated in the afternoon, since its not always possible to have conversation after 
someone has been treated. Many afternoon Participants leave the house immediately after their 
treatment or upon waking up. Often they are cleared to go by the Participant Lead, given a food plate, 
and supported on their way to sleep at home. 

Many Participants have thanked us for helping them register and having all the necessary followup 
completed to for them before they leave the Treatment house. If any Matrix pounces on them after the 
Treatment weekend, we’ve helped them stay in the Source Energy and be ready to expand what they 
received from their Treatment and have it unfold in the coming months. 

Treatment day is a very sacred time, especially right after someone has been treated. Be gentle and 
speak from the Energy. If you find yourself waiting throughout the day, please do breathing exercises 
and journal your Energy wins. Gratitude is a direct line to connecting with the Source Energy.  

Follow an Energy approach on knowing the right time to speak with Participants about staying 
connected to this Source Energy. Remember that in these Source Energy vibrations things will feel 
effortless, supportive, and gliding versus having to “push”. When talking to Treatment Participants 
about the EIC or Mastery and Catapult audio series, meet their energy level. Think of it as coming in 
under their energy, so not to overwhelm them but honor the sweet Source Energy bliss they are in. 
Have the conversation be a lovely gift they can hear and engage in. Deliver your communication in a 
sweet, supportive, and gentle way. 

As you speak to the Participants, text the Upstairs Lead/Timer and be prepared to give her a written 
or verbal report throughout the day, so she can update Dr. B. Please do not go into the Treatment 
Room area or Dr.B’s office area. Space is limited and you can text if you want a meeting with the 
Event Lead to discuss any data you have. Your input is so valued and helpful! You are being 
energized by Dr. B to successfully register all Participants. You are in partnership with Dr. B and this 
Source Energy to achieve your joint goal regardless of what physical location you are in at the 
Treatment location. Enjoy the privilege and honor of serving the participants and staying connected to 
their Treatment Source Energy. 

Please bring a laptop computer or tablet with you for registering people. You handle the process and 
fill things in for them online, so they can stay in Energy bliss by you handling the details for them. 
Make yourself familiar with the procedures to register online or with an enrollment form prior to the 
event. You want it to be easy and smooth, especially while you're helping someone who was just 
treated. 
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If a Participant has a smart phone with them and they are currently in an Energy for Success course, 
then they already have a profile set up. Registration is therefore very easy. They go on the website, 
click on the 3 bars, click Products, scroll to Catapult Audio Series and hit “sign up”. It is very easy and 
takes only a couple moments. 

You also get to support other Treatment Event Facilitators registering into the Energy Immersion 
Course or Mastery Track and Catapult into this Source Energy audio series! When we're in the 
Energy at the house, it's the perfect time to support others in maintaining this powerful sacred Energy 
connection to produce results not only at the event but back in our lives. Having enrollment 
conversations and registering participants and facilitators in the EIC or Mastery Track and Catapult 
into this Source Energy audio series allows us to have just that, a successful life.  

You are also a member of the Participant Team so check in with the Participant Team Lead and make 
yourself available in periods that the Participants are sleeping or any time it's appropriate to help. It's 
critical to be part of the morning meeting so you are connected to the Energy with the Participants. 
You can talk at breaks and get to know them to help establish the relatedness you'll want to connect 
to later, so it's smooth and natural for you to be supporting them in reaching their goals.  

This Enrollment job is FUN! You get 'free fish’, wins, from sharing this Source Energy with others, and 
you get to be in partnership with Dr. B and this Source Energy boosting your own life in the process. 
Write goals for yourself and your life while you also write goals that you are winning at it being fun 
and natural to share the Energy, ask people to register, have them say “Yes!” and complete the 
registration before they leave. You are making a huge contribution towards the expansion of this 
Source Energy in the world! 

Checklist for Enrollment Facilitator: 
• Write Energy goals about what you want to accomplish facilitating and for your personal 

success! 
• Learn how to do an online registration at www.energyforsuccess.org and bring your laptop or 

tablet to the treatment event. And be familiar with the process on a smart phone. 
• The week before the Austin Treatment event, review with the Event Lead the list of who is 

being treated and who is facilitating. Confirm who is not currently registered in the EIC; 
schedule a time in advance with the Event Lead to do this before set-up on Wednesday 

• First thing in the morning of your Facilitation day, ask the Event Lead to provide you with the a 
Treatment Schedule that you will use to track your enrollment information. Please give them 
space to provide this for you in the midst of juggling the rest of the event activities. They 
welcome reminders! ☺ 

• Do your Source Energy practices throughout the day and attend the morning meeting so you 
are consistently getting powerfully connected to this Source Energy 

• Speak with each Participant on the breaks with the goal of really connecting with them and 
with what they want to use the Energy for. 

• Speak with each Participant after they have been treated, slept and had the chance to get 
something to eat. Use your Energy guidance on when to speak with them about staying 
connected to the Energy through the Lecture Series and meet their Energy level. Think of it as 
coming in under their Energy so not to overwhelm them but honor the sweet Energy bliss they 
are in. Have the conversation be a lovely Energy gift they can hear and engage in. Deliver 
your communication in a sweet and gentle way. 

• Use the Treatment Schedule to check off which Treatment Participants you have spoken with. 
As you do, immediately send texts to the Event Lead and Timer with updates on each 
Treatment Participant.  

• When someone says they want to register for the EIC or Mastery Track and Catapult audio 
series, assist them in completing their registration by completing the online registration for 
them. Or they can do it quickly on their cell phone. The goal is to make it really easy on the 
Participant to complete their registration so they can stay in the experience of their Treatment. 
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• Check in with the Event Lead frequently so she can support you with your job, staying 
connected to the Energy, and so you can provide her with updates, your results, and how you 
are doing. 

• Check your text messages regularly. The Upstairs Lead / Timer may text you asking for an 
update for Dr.B. Please respond immediately to those requests. 

• Please be prepared to provide the Event Lead and Upstairs Lead / Timer with updates on how 
enrollment is going throughout the day so that he / she can take the information upstairs to 
Dr.B. You may be asked to present your information throughout the day or at the end. You will 
want to have your notes organized and prepared in the case of Dr.B has any clarifying 
questions. 

• Complete your Facilitator Victories forms making special note of how all the training Dr. B is 
providing around the Treatment Events is showing up for you and creating wins! What are you 
learning from his training and what is the Energy showing you? Where did you use the training 
for this event to create wins? 

• Submit your Feedback form to the Event Lead 

Runner Facilitation 
The Runner Facilitation role makes a big difference in every successful Treatment weekend.  Dr.B 
says this role is a huge contribution to the entire team. Many special projects arise throughout the 
Treatment event and this position saves the day: 

• Before the day of your Facilitation, please plug the “Helpful addresses” below into your google 
map to get a sense of driving time from the Treatment location. Some Runners have even 
practiced driving the routes to and from the Treatment location so that they feel totally 
comfortable on the day of Facilitation. This is not required, but a helpful suggestion from past 
team members! 

• You may wish to touch base with the Event Lead and the Runner from Thursday if you are 
serving on Friday—to learn what worked or could be imp 

• You will park your car in a designated spot in front of the Treatment location. Please check 
with the Event Lead where to park. 

• Be grounded in the Energy doing your stay connected practices throughout the day. 
• An important and primary job of the Runner is to make approximately 4 – 8 runs throughout 

the day to any variety of locations including grocery, hardware, or coffee shops to purchase 
items that the team needs for a successful event. Therefore it is very important that this 
person has a car to drive for the event. Flexibility and readiness is essential for this role as 
things sometimes shift quickly and an unexpected item may be needed right away. 

• Examples of past special projects that were planned or unplanned include coffee runs, 
grocery purchases, bbq orders, or birthday decorations. Any number of unique items 
may be needed. Dr.B really counts on this position to support the team with these 
special projects. 

• Plan to pick up the catering from Central Market Westgate at 11AM. This means you’ll 
need to leave the Treatment location at about 10:30AM. Please coordinate in the 
morning with the Event Lead to make this important errand at the right time. 

• Always have your cell phone with you and please let the Event Lead know that you are 
leaving on any errand.  It is also a great idea to check with them on any other items that might 
be needed in order to combine trips if possible. Sometimes an item is needed right away and 
it is not possible to combine trips, but we always do our best to conserve time and resources! 

• If another Facilitator at the house asks you to get something, please clear it with the Event 
Lead right away so that she can coordinate your job with all the other logistics of the event. 

• You may also be asked to assist with shuttling throughout the day including Facilitator and 
Guest shuttling to and from the Treatment house. 
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• In the morning, begin the activities listed on the Downstairs Morning checklist. Please check in 
with an Event Lead to get aligned since she will be your Lead and point person for the day. 

• Assist the House facilitator on keeping the hot water dispensers filled. 
• Be willing to do whatever is needed to keep the flow of the Energy. 
• Towards the end of the day, review and start the End of Day checklists and begin the activities 

that are listed there. Share this task and involve the rest of the facilitator team so we all 
support the Energy and each other. 

• At the end of the day you may also be asked to help shuttle Facilitators and Participants to 
their cars if needed. 

• On occasion you may be asked to assist the Participant Team if you have been treated 
previously by Dr. B. If asked, this is something you will coordinate with the Participant Team 
Lead. It may include taking Participants for walks or journaling. All facilitators need to be 
aware of the treatment schedule and who is being treated next so no one goes on an 
extended walk if he / she is in line next to be treated. Working with the Participant Team might 
also include encouraging Participants to read through their handouts and especially the 
Energy Results Book. It’s helpful for all facilitators to be familiar with these materials.  We can 
better support participants and ourselves with deepening our connection to the Energy. 

• Do your Energy connecting activities so others will learn by your example. 
• Before leaving at the end of the day, please complete a feedback form about what worked and 

what can be improved. Hand this into the Event Lead before you leave. Also give the Event 
Lead your completed checklists before you leave.  

• Complete your Facilitator Victories forms making special note of how all the training Dr. B is 
providing around the Treatment Events is showing up for you and creating wins! What are you 
learning from his training and what is the Energy showing you? Where did you use the training 
for this event to create wins? 

Reimbursement for Miles Driven and Expense Reports:  
Dr. Morguelan will reimburse you for the miles you drive. He will provide 50 cents / mile. In order to be 
reimbursed, you must take a picture of your speedometer once you arrive to the Treatment House 
and also after the end of the day and your duties are complete. Please provide your pictures to the 
Event Lead. Then you will need to fill out a mileage report and submit it by email to Yvette Garay and 
please cc Ashley Hartley. 
You are also welcome to donate your mileage to MEI. This is always very much appreciated! 

Please also ask Ashley for an MEI expense report if you need one from your day’s Running duties. 
Complete and scan it into an email with all of your receipts and send to Yvette and cc Ashley. 

Some helpful addresses we go to:  

Starbucks 
3300 Bee Cave Rd., Unit 250, West Lake Hills, TX 78746 
OR 
4006 S Lamar Blvd, Austin, TX 78704 

Blue Dahlia Bistro (for coffee) 
3663 Bee Cave Rd. 
Westlake Hills, TX 78746 

Daily Juice 
3300 Bee Cave Road, Suite 245 
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Westlake Hills, TX 78746 

Central Market 
4477 S. Lamar Blvd 
Austin, TX 78745 

H-E-B 
701 S Capital of Texas Why 
West Lake Hills, TX 78746 

Walmart 
2525 W Anderson Ln 
Austin, TX 78757 

Whole Foods Market Inc 
550 Bowie St 
Austin, TX 78703 

House Facilitation / Main House Checklists 
PLEASE PRINT THIS LIST, FILL IT OUT, UPDATE AS NEEDED AND GIVE TO EVENT LEAD AT 
THE END OF THE DAY 

House Facilitation – Checklist & Instructions 
The House Facilitator makes a huge difference in keeping the house conscious and flowing with the 
Energy. The House Facilitator is the person responsible for maintaining the house as the open vessel 
for the Energy to be flowing throughout easily and consciously. The outside of the house, inside, and 
special requests are all included in the House Facilitators duties. 

Your Lead will be the Event Lead, so please check in with her in the morning to get aligned as a team 
for the day. It may be sufficient to participate in the team meeting you will have with her. 

It is your responsibility to be the double check the things are in place in addition to your specific tasks 
below: 

THUR FRI Main House Morning Checklist 

� �

KITCHEN: Tea cups have names of participants and facilitators for that day stuck 
on with labels before we begin the day. Place 6 balls of Chinese tea in each cup. 
Cups are saved for participants and facilitators. Keep the tealeaves in the bottom 
of the cup. You are double checking that it was completed the evening before.

� �

KITCHEN: Water is filled and turned on to heat for 3 water dispensers. All three 
hot water dispensers are filled up to the line inside with distilled water for easy turn 
on in the morning. You are responsible for the downstairs 2 dispensers. The 3rd 
dispenser is upstairs in Dr. B’s area and the Treatment Room facilitators are 
accountable for re-filling it.
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� �

KITCHEN LEAD: THIS MAY OR MAY NOT BE USED. PLEASE ASK EVENT 
LEAD. Locate the sacred Chinese Bowl, wine, and click lighter downstairs. Cover 
the bowl with a folded white towel and a tent sign that says: Please do not touch 
the bowl (only Dr. B touches the bowl).

� �

FRONT HALLWAY / AM: Greeter table or other designated area will have name 
tags on top of tea cups for participants and facilitators, follow up call reminder 
sheets, the follow up call schedule, and pens to ensure each participants has 
completed selecting a time for their call with Dr. B. Follow-up call reminder 
receipts are printed and at greeter table.

� �

SLEEPING ROOM: Sleeping area is ready with neatly made air mattresses with 
sheets tucked in, a pillow, and a facemask made from a folded pillowcase. Each 
air mattress bed has a sound machine plugged in by the head of each bed. Pile 
extra blankets on the cabinet inside the door by the stairway. Please check for the 
Sleep Log sheet.

� � 8:15AM ARRIVAL: Check in with the Event Lead

� � AM: Verify that any outdoor lights are out.    

� � AM: Verify that all HVAC is set for the day. (Please check with Ashley about this) 

� � AM / PHONES: Turn the phones off if there are landlines.

� �

AM / CHECK LAYOUT OF ROOM FOR MORNING MEETING: See that the 
seating area is tidy, orderly and easy to walk around. Encourage people to put 
their bags under tables or chairs. Facilitators and Participants should be 
encouraged to leave their bags in the downstairs office. Remember to where an 
Energy smile when communicating with Participants.

� �
AM / LIGHT CANDLES. Create a beautiful Energy space. If there are candles 
around the main area of the home, please light them.

� � 9:00AM / ATTEND MORNING MEETING: ENJOY THE ENERGY!

� � ONCE TV IS USED: Close TV control cabinet if open.

� � 11:45AM / AFTER AM MEETING: Tidy up the meeting space again.

� �

EVERY HOUR: Keep an eye on the Main Area Bathrooms, Kitchen, and Sleep 
Room area (not including the Treatment Room or Dr.B’s office bath). 
- Trash—It is important to check all trash bins frequently since it FILLS UP 

QUICKLY. Please empty all trash bins before they become 3/4 full. This 
includes all bathrooms (except the Treatment area), the Kitchen, and Sleep 
Room areas. 
Please deliver all trash into a large trash bag staged in the garage or laundry 
room that you can empty the smaller trash containers into. 
Neatly stack all boxed and empty water bottles next to the trash can 

- Bathrooms—Tidy the bathrooms as well. All of this adds to the flow of Energy 
through the house and makes the environment comfortable and inviting for the 
Participants. 
Periodically wipe down the bathroom counters to keep them dry and empty the 
trash to keep everything looking neat and conscious. 
Add an additional roll of paper towels into the bathrooms as the supply gets low, 
so no one is caught without towels to dry their hands. 
Replenish bathroom tissue and paper towels from their designated storage 
space.
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Remember to enjoy the Energy yourself.  

Take a walk, journal, and rest. 

The idea is to make the experience as pleasurable as possible for everyone, including you! 

� �

- Hot Water Pots—Refill the two hot water containers in the kitchen area when 
they are 1/2 full. If you need support lifting the large water containers, please 
ask a Kitchen team member or Participant team member for assistance. 

- Tidy Up—Please neatly arrange the shoes on any of the floor landings so 
things look nice and the walkway is clear to prevent tripping. 
Tidy up the living room area where Participants and Facilitators sometimes 
leave stray items. 
Watch the garage, outdoor areas, and Meeting Room for empty plates or bowls. 
Keep seating area clutter free. 

- Quiet—Gently remind participants and facilitators to keep their voices down so 
as not to disturb those resting after their treatments

� �

IN CASE OF RAIN: Spread white bath towels in the front entryway, instructing 
arrivals to take off their shoes and place them on the towels provided.  Make sure 
the Please Take Off Shoes signs are out and visible. Keep shoes orderly on the 
first and second floor. 

� �

IN CASE OF AC SWITCHING OFF:  Dr. B’s presence may have an effect on the 
electrical systems of the house. At times the circuit breakers for the AC unit will 
flip and the unit will automatically shut down. Talk to the Event Lead if this 
happens. Do not attempt to adjust the temperature yourself. 

� � END OF DAY: Plug phones back in if there are landlines at the location

� � END OF DAY: Return downstairs AC / Heat vents (Check with Ashley about this)

� �
END OF DAY: Make sure all candles in the Sleeping Room and Downstairs 
portion of the house are blown out.

Wed Thurs Main House Evening Checklist

� �

DINING ROOM / KITCHEN: Cups are saved for participants and facilitators who 
will be returning on Friday. Keep the tea leaves in the bottom of the cup. Do not 
pour out water. 

� �
DINING ROOM / KITCHEN: Check that each of the 3 water dispensers are filled 
with bottled water and ready to be turned on in the AM.

� � END: Be sure the house is left neat and tidy.

� �

KITCHEN: Leave the kitchen tidy as we do throughout the day and ensure 
everything is in its place and the counters and sink are wiped down and no food 
is left out.

� �
KITCHEN: Make sure garbage has been taken out of the kitchen and a new bag 
is in place for the morning.
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Treatment Room Facilitation  

Lead / Timer 
The Lead/Timer manages the Treatment Room team and is the official timekeeper for the day. 
Keeping accurate and precise time allows Dr. B to be aware of where he is in the schedule for the 
day. The mission is for Dr. B to complete early, or on time, so he can easily conduct the activities he 
needs to accomplish after his providing the Energy all day to participants. The Lead Timer also 
manages the quiet, peaceful space of the Treatment Rooms around Dr. B and the treatments, 
guarding the space and keeping things clear for Dr. B to utilize his Energy in his work and not to put 
out fires caused by our bringing the matrix into his space.  

� �

DINING ROOM AREA: 
- Please locate the plastic bin with Facilitator and Participant nametags. 
- Locate and neatly arrange the Facilitator and Participant cups for in the 

designated staging area. 
- Nametags should be placed on top of the corresponding cup. 
- Ask Event Lead for the Team Schedule so you can be sure to include the 

cups / nametags for all the Facilitators who are coming on Friday. 
- Throw any old cups from Thursday away.

� �

HOUSE ENTRYWAY / PM: The greeter set up should be done at night for the 
next day so we can focus on welcoming participants instead of rushing around 
getting everything in order. 
- Please neatly arrange the follow-up call reminder sheets, follow up call 

schedule, and pens to insure each participant has selected a time for their call 
with Dr. B. 

- Check the next day follow up call list is on the table (Any questions are directed 
to Ashley).

� � END: Make sure hot water pots are full before leaving.

� �

ALL: Towards the end of the day all facilitators can review the lists so we share 
this responsibility and no one on the team shoulders all the work. As you wrap up 
your shift for the day please see what you can contribute to completing the next 
day’s set up (i.e. greeter prep, chairs, sleeping room straightened, etc.)

� �

ALL: Make sure all house trashcans are emptied. 
- On Thursday night please ask the Event Lead if you need to roll the large trash 

bin to the end of the driveway.

� �
END:  Make sure to turn out all the lights, double check to make sure no candles 
are burning and lock doors. Sometimes Stew and Maggie stay overnight in the 
house so you can leave lights on if they are there.

� �

END: Complete your Facilitator Victories forms making special note of how all 
the training Dr. B is providing around the Treatment Events is showing up for you 
and creating wins! 
- What are you learning from his training and what is the Energy showing you 
- Where did you use the training for this event to create wins?
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The Lead / Timer coordinates Dr. B’s break timing for handling his western practice needs / calls, 
additional meetings that may arise, and issues that need to be handled for the overall event. The 
Timer will be the manager of Dr. B’s time between treatments while prepping him for the next 
Participant. The Timer also manages Treatment room shifts.  Please prepare to serve Dr. B and 
participate in getting energized. All facilitators on the treatment room team need to wear pants with 
pockets so that timers, notebooks, pens and the schedules can be kept in the pockets while working, 
keeping ones hands free.  

The Lead / Timer Manages: 
• On Thursday morning before treatments, review the timer schedule with Dr. B to confirm when 

he wants the lights to go on.  
• As soon as Dr. B closes the door to the Treatment Room to begin the treatment, start the 

countdown of a 15-minute timer. The ‘first light’ will be in 15 minutes.  
• Dr. B sometimes changes the timing schedule – please follow the schedule of time signals set 

up on the small white board by Dr. B’s water heater in the hallway. 
• I-phones or special designated small timers are the ones to be used by the Treatment Room 

Team since they have the ability to be quiet while being set. Please bring your cell phone 
charger with you. Many timers make noise when the buttons are pressed to set the functions. 
There are 4 buttons on the back of the timers. On the left hand side, side the positions for off.  

• Make sure there are 4 red timers in the treatment room set to 15, 30, 45, and 55 minutes. 
Start all four for him before he goes in. 

• Double check that changing room is stocked with blankets, gowns, shorts, etc. 
• Prior to treatment start, do an overall sweep of the room to ensure everything is in place. 
• Dr.B should have two cups of tea—one in the Treatment Room and one in his office. Please 

make sure that Dr.B’s tea is refilled with hot water before every Treatment 
• Introduce yourself to the first five Participants in the morning. Before the Morning Meeting 

begins the Participants who will go second and third need to be briefed so they can be ready 
to go immediately when it’s their turn. The first Participant is brought up around 8:45AM when 
people are arriving, and will be escorted by the Lead/Timer. The second, third and fourth 
participants will be brought up before the Morning Meeting downstairs is complete. 

• If Dr.B is in his office prior to the first treatment, please knock on the office door at 8:40AM and 
ask him if he wants you to light the candles and turn on the fountains. If he is not in the 
Treatment House then please call or text Ashley for this info. 

• Knock on the office door at 8:45AM and ask if you can bring up the first person (or follow 
instructions above). The first person changes in the Treatment Room waiting room.  

• Make sure that the Chaperone Facilitator notifies the Kitchen Lead each time when door 
closes for treatment. And that the Kitchen Lead retrieves the used tray of food. 

• Keep self and team aware of the way the mood changes and bring Energy and clarity back if it 
is missing. 

• Communicate to Dr.B when it is a Participant’s first Treatment, and also let him know before 
he goes into a treatment if that person is registered for the Lecture Series and the monthly 
Catapult into the Source Energy Audio Series.  

• After the third treatment, check with the kitchen to make sure that the Runner will be going out 
to get Dr. B’s coffee. Check with Event Lead on what coffee to order for Dr. B. Also, please 
add 3 extra tea balls to each of Dr.B’s tea cups (one in the Treatment Room and one in his 
office). 

• After the fifth treatment Dr. B will have his egg tray. Sometimes he has his tray before the 5th 
person – ask him in the morning when he wants the egg tray. Coordinate with the kitchen to let 
them know when he will be coming out of the room so that they can make his eggs quickly. 
Make sure that his coffee and ½ and ½ is brought upstairs for him with the egg tray.  Present it 
in the Venti Starbucks cup.  

• Coordinate with the Treatment Room Team to ensure flow and day´s activities.  This should be 
done throughout the day to keep clarity around day´s activities. 
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• Throughout the day communicate with the Event Lead on how things are going and where you 
are winning or need additional support. 

• Provide time and space for the Event Lead to meet with Dr.B throughout the day. The Event 
Lead may have important information to discuss with him about Participants or Facilitators. 

Bringing Participants up and into the Treatment Room: 
Bringing people to the treatment is a wonderful opportunity to relax Participants prior to their 
treatment.  They may be feeling a variety of emotions like being nervous, wondering why they agreed 
to do this in the first place, keyed up, pretending they are tough and all right, while actually feeling 
frightened, etc.  All these feelings are fine.  You can be a comforting presence by placing no judgment 
on them and just knowing the treatment will make a difference for them whether they can tell 
immediately or not. 

• Double check that the Chaperone Facilitator has told the Participant what he/she needs to go 
into the Treatment and reviewed the process so that the Participant is assured and relaxed. 

• Double check the Chaperone Facilitator has let the Participant know in advance that he/she 
will be next and when to stay close to home so if the schedule shifts we can find them and be 
sure they are all ready. Do not let Participants know exactly when they are supposed to be 
treated since the order sometimes changes.  

• The first Participant in the schedule is always a reviewer so the new Participants can attend 
the meeting on journaling and staying connected to The Energy, which is right after the 
Morning Meeting with the DVD of Dr. B. Facilitators should also attend this meeting to support 
its importance and to learn new things that will deepen our own experience with The Energy. 

• Before the first morning meeting begins at 9am, the Participants who will go second and third 
need to be briefed so they can be ready to go immediately when it’s their turn. The first 
participant is brought up around 8:45AM when people are arriving, and will be chaperoned by 
you to the Treatment Room bathroom to change. The second participant will be brought into 
the Changing Room by the Chaperone Facilitator before the morning meeting is complete.   

• Introduce yourself to the first five people in the morning.  
• Double check that the Participants have everything they need.  Ask if they have: 

• Their journal and a pen 
• Loose shorts  
• Fill their tea and bring the cup for them 
• Ask if they need reading glasses to read their goals 
• Their goals written or typed out, not in their head or on their computer.  It’s important to 

check on goals because when in The Energy it can be very hard to remember what 
they intended or reviewed with Stewart. There is no problem if they don’t have them, 
two things can happen.  Stewart may be able to print off his copy for them or just have 
them write out their goals and reassure them either way, those goals will be perfect. 

• Double check that ten minutes before the participant may be brought up to the treatment, the 
Chaperone Facilitator has let them know that it is time to change. This will be when Dr. B has 
been in the prior treatment for 40 minutes. 

• The Chaperone Facilitator will be waiting near the changing room to bring the next Participant 
to you where you’ll gracefully guide him/her onto the treatment room table. 

• Make sure that the Chaperone Facilitator carries the Participant’s tea and keeps the blanket 
wrapped around them. All Participants should be Invited to hold the railing (making sure they 
are not dragging their blanket) when walking up the stairs. Lead them into the treatment room 
and direct them to sit ON THE TREATMENT TABLE. 

• Set their tea on the sink in the treatment room bathroom and their clothes so they can change 
back into them after the treatment. 

• They can hold their goals (and their journal if they want) and wait with the blanket wrapped 
around them.  You may wrap the second blanket around their legs if they are cold so they stay 
warm and snuggly. Mention that they can think about their goals and enjoy the Energy in the 
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room and that you’ll be in the hall if they need you until Dr. B comes in. Let them know that it 
could be a few minutes and that we will come in periodically and check on them. 

• Immediately knock on Dr. B’s office door and let him know that the Participant is in the 
Treatment room and ready to go. 

• Just before Dr. B goes into the Treatment room, as he is walking in, quietly update him on the 
Participant’s enrollment status (refer to Working with the Enrollment facilitator section below). 

• When Dr. B goes into the Treatment room, you and the Chaperone Facilitator should both set 
your timers together at the same time. You serve as a double check for eachother. 

• Let the Kitchen lead know that Dr B has gone into the room and ask him/her to retrieve his 
food tray from his office. 

Table for timing and enrollment notes: 
One of your key tasks will be tracking stats on the timing of each Treatment, enrollment updates on 
each Participant, and Dr. B’s breaks. This information is vital to our improvement of the Treatments 
and timing process each time, so please be accurate and provide lots of detail. This table is located 
downstairs with the printed materials provided by the Event Lead. You may request this document 
prior to the event if you would like to get familiar with it. Please request from the Event Lead. 

Working with the Enrollment Facilitator: 
Dr. B created the Enrollment Facilitator job so that when he talks with Participants during their 
Treatment about enrolling in the Immersion Course, Mastery Track, and Catapult into the Energy 
Audio Series that a facilitator can provide follow-up after the Participants finish sleeping and support 
them by registering them into the courses. The goal is to support them in staying connected to this 
sacred Energy. The goal is to complete the enrollment process with the completion of the registration 
form and payment, so the matrix doesn't have a chance to stop them once they leave the house. 
It is key that the Lead/Timer, Enrollment Facilitator, and Event Leads create a flow of communication 
throughout the day that allows the team to accomplish the goal of keeping Dr. B updated with 
accurate information at all times. Here is an outline of the flow of communication between team 
members and Dr. B. This list also included the general tasks that take place in between treatments: 

• The Lead/Timer will tell Dr. B before he goes into the room whether someone is registered in 
the Immersion Course, Mastery Track, Premier, and Catapult Audio series (This information is 
on the treatment room schedule). 

• When Dr. B comes out of a Treatment, the Lead/Timer will first tell him how long he was in the 
room, and then immediately ask him the two questions on the spreadsheet: 

o Did they say they were going to register for the Immersion Course or Mastery Track? 
o Did they say they were going to register for the Catapult Audio Series? 
o Dr. B will answer the two questions. Immediately write this down on your stats sheet. 

• Oversee resetting the room and taking care of the next Participant 
• The Lead/Timer will give updates to Dr. B from the Enrollment Facilitator if needed. The 

Enrollment Facilitator should remain in the Main House area and text communication as 
necessary. There is no room for him/her to converse with you in the Treatment room area 
unless approved by an Event Lead. 

• If there are any messages for Dr. B from other Facilitators or Participants, let the Event 
Lead know. If for some reason the Event Lead is not available then let Dr.B know how many 
messages you have for him. Relay the messages to him and take notes. If he gives an 
instruction, repeat back the instruction for him to make sure you are clear what he is asking. It 
is best to allow the Event Leads to communicate with Dr.B directly about Participants and 
Facilitators so you can focus on resetting the room and taking care of the Participants being 
treated. 

• As soon as Dr. B goes into the room, the Timer/Lead will communicate this information by text 
message to the Enrollment Facilitator, Kitchen Lead, Participant Lead, and Event Leads. You 
can start a group text for this. 
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Supporting Dr. B in between Treatments: 
• Make sure there is always tea in the treatment room and in his office. Refill his tea in the office 

just before he comes out of the treatment room. Refill his tea in the treatment room in between 
treatments. Never pour out cold tea to make room for hot water. Instead, always keep the cup 
¾ full so room is allowed for more water. Add three balls of tea after the third treatment and 
after the 6th treatment.  

• Knock when Dr. B is in the office between treatments. When knocking on office door between 
treatments: knock once and wait for the door to be opened. Please do not walk into Dr.B’s 
office uninvited. When coming in and out of his office, please keep knob turned until you close 
the door for quiet. 

• Between Treatments Dr.B will meet with the Event Lead and the Dr.B Support Person if there 
is one. For any other people who Dr. B has asked to meet with, always have people wait for 
Dr. B on the downstairs. Speak to the Event Lead about any requests for meetings. Only ask 
Dr. B directly if the Event Lead is unavailable. First, ask if he wants to meet with them at that 
time. Write down what the person wants to talk to Dr. B about in case he asks for more 
information. Do not have people wait in Dr. B’s office for him in between treatments.  

• As Lead / Timer, the job is to deliver on the schedule. If he is off the schedule, after each 
Treatment say “you’re 17 minutes over so that means you will be done at 7 pm,” for example.  

• Double check that after Dr. B goes into the treatment room, that you text the Kitchen Lead and 
Event Lead that Dr. B has gone into the treatment room. Trays need to go up 30 minutes after 
he goes in  

• No hanging out upstairs, keep a clear path between the doors. Invite the Chaperone 
Facilitator to participate in the Energy activities downstairs so they are continuously 
connecting to the Energy throughout the day. Or doing Energy practices together in the 
Treatment Room area. 

• When Dr. B is in the treatment room, organize all data to deliver to him. Let him know how 
many messages he has, then read them to him when he says he is ready. Never leave notes 
for Dr. B on his desk – hand them to him, or read them to him.  

• Check candles and replace as needed. Check water level in fountains and add more if 
needed.  

• Do the best you can to not touch anything unnecessarily in the Treatment Room. Train your 
team members who are assisting you to do this as well. If you do bump anything by accident, 
let Dr. B know right away. 

Taking a Participant off  the table: 
Occasionally the Lead/Timer also has the privilege of taking the participant off the treatment room 
table. ONLY do this when given specific instructions from Dr. B. NEVER open the treatment room 
door unless specifically instructed by Dr. B. 

When Dr. B comes out of the treatment room and is on his way to his office ask him, “How long 
should [insert name of Participant] remain on the table?” Dr. B will say how long and who will take 
them off. If he is busy and this doesn’t happen, let Dr. B know we need the answers to those 
questions (how long and who takes them off, us or Dr. B?)  Refer to the participant by name. 

How to take them off the table: 
ONCE GIVEN PERMISSION FROM Dr. B, open the treatment room door and enter with reverence 
recognizing the honor it is to support Dr. B and be part of the treatment room process. Gently let the 
participant know that they can get up slowly and change back into their clothes in the Treatment 
Room bathroom OR alternative designated area depending on our location for each event. Don’t 
touch the Participant unless they need support getting off the table. They may be wobbly still in the 
Energy. Touching blends our energy with theirs but we want them safe so assist only if needed and 
keep touch to a minimum. Any action in the Treatment Room is done effectively and with reverence.  
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Bringing Participants down to the Sleep Facilitator 
• Being connected to the Energy is the answer for all of us! ☺  
• Check that the Participant’s goals sheet with highlighting (this is Dr. B’s copy) is kept in the 

treatment room (NOT gathered up with the participant’s items).  Dr. B’s copy says “Dr. 
Morguelan Only” on the sheet.  If you find it, return to Dr. B’s office. 

• If there is a patio door in the Treatment Room—Opening the patio door first thing to allow the 
Energy from the last participant to leave the room and clear the room for the next participant. 
Leave the door to the Treatment Room open as well. Don’t block the escape of the discarding 
Energy.  

• Once you have the Participant who was just treated settled in the Treatment Room bathroom 
to change, go back into the Treatment Room and remove the sheet and hand towel on the 
massage table and place them on the floor near the leg of the table to put in the laundry bags 
in the hallway closet. If a Participant has left their blanket on the table, place it on the floor 
next to the bathroom door where they are changing. This puts the blanket in easy access you 
once the Participant has finished changing. 

• Spread a fresh sheet on the massage table and position a new face cradle cover. Also replace 
a white hand towel the massage table or near Dr. B’s cups for him to use during the 
Treatment.  

• Double check you have a day’s supply of sheets, towels, face covers, candles and a lighter.  If 
they were not properly pre-set, then after the restroom is free, stock up. 

• Make sure candles are replenished and lit. This is easily missed and makes a big difference.  
Replenish with the same color and size candles. Remember everything has been preset and 
designed to support The Energy flow of the room and the treatments.  

• Check the candle wicks. If the liquid goes over the wicks then take the candle to the bathroom 
and pour off the liquid into a paper cup.  

• Make sure fountains have enough water and check for splash. You don’t want to overfill and 
remove the noise but if they get too low they can splash water. Use the water pitcher in the 
hall bath. 

• Place dirty linens in the bottom of the hallway closet. Be sure to gather the hospital gown that 
is usually left in the bathroom. Remember that these items have Energy on them so don’t put 
used ones on top of the fresh ones for the next treatment 

• Check floor for spilled candle wax and take appropriate actions now or at the next break. 
• How to heat the tea for Dr. B: do not throw away water, add 3 new tea balls FIRST (after the 

third treatment) and THEN additional hot water (do not overfill the water so that you have 
room to replenish if not drunk) DO NOT DUMP OUT COLD / WARM EXISTING WATER TO 
MAKE ROOM FOR NEW WATER.  

• Remember nothing is casual especially in the treatment room.  So honor The Energy, Dr. B 
and the treatments by consciously keeping the room set and not leaning on anything, touching 
whatever you don’t need to or changing the positioning of anything in the room. Do not place 
anything on the bed or tables. 

• While the Participant is changing clothes in the bathroom or designated changing area, collect 
their personal items (glasses, goals, journal, pen, tea etc) and provide them to the Chaperone 
Facilitator who will be chaperoning the participant to the Sleep Room. Be sure the Chaperone 
Facilitator has their blanket ready to put around them. They may be carrying items when 
coming out of the bathroom.  Make sure the Chaperone Facilitator puts the blanket down and 
take all items they are holding. They need to have both hands free.  Place the blanket around 
them; collect their personal items; ask if they are steady enough to walk; 

• Don’t hold the blanket close against your body or on the massage table. This way the Energy 
stays with the blanket for the participant and the table is kept Energy free for the next person. 
Instead, please set the blanket on the floor near the bathroom door where the Participant is 
changing (out of the walkway to prevent tripping). This placement will allow you to easily wrap 
the blanket around them when they are finished changing. 
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End of Day 
• Complete your Facilitator Victories forms making special note of how all the training Dr. B is 

providing around the Treatment Events is showing up for you and creating wins! What are you 
learning from his training and what is the Energy showing you? Where did you use the training 
for this event to create wins? Submit your Feedback form to the Event Lead. 

Chaperone Facilitator 

Getting a tour of the Treatment Room area: 
When you arrive to the Treatment Event first thing in the morning, please get a tour of the Treatment 
Room area including the Treatment Room, Changing room, Dr.B’s office, and any other rooms we 
may be using in the current location. 

Chaperone Participants to Sleep Room: 
After being in the reverence of the Treatment Room, escorting the Participants to sleep is a loving 
and sacred part of allowing them their experience. We allow the Energy to continue to work by not 
getting in the way. You are one of the first people they see after the treatment so keep your Energy 
low, glide through the Energy, no quick movements, soft words and a big smile from the heart. Dr. B 
and the Participants love to see big smiles! 

It is very important to minimize touch and contact with anyone who’s been treated. All 
Facilitators need to remember not to hug Participants after they’ve been treated. Don’t be weird if 
they want to hug you but don’t wrap them in a bear hug that takes Energy away from them. Make 
sure they are wrapped in their blanket to stay warm.  
You are a partner for the Lead / Timer and play a key role in escorting the Participants to the Sleep 
Room. Work with the Timer to communicate easily and efficiently about the timing. You are their back 
up on keeping track of timing for the treatment. You will be a key contact to communicate to other 
team members about the schedule and what’s needed. Below are the tasks involved with all jobs: 

Chaperone after Treatment: 
• You will be waiting outside the Changing room when Dr. B is completing a Treatment. When 

Dr. B leaves the Treatment room, the Lead / Timer will change the Treatment room and then 
chaperone the Participant to the Changing room. 

• The Participant will remain in the Changing room to rest until Dr.B goes into the next 
Treatment. Once Dr.B goes into the next Treatment and you are coordinated with the Timer/
Lead, you will knock on the changing room door, slowly gather the Participants belongings, 
and gently/slowly guide the Participant to the Sleep Room.  If you need help with managing 
the Participant’s blanket and personal items, leave items in a designated area in the Changing 
Room and then bring items to the Sleep Room after you have the Participant settled. 

• It is important to leave the Participant in their experience and not engage them in 
conversation.  Keep your Energy low, safe, and solid so they can rely on your guiding them to 
where they can sleep.  You may need to steady them, especially along the stairs. Remind the 
Participant to use the handrails. Moving slowly will help them - keep your Energy low-key. 

• If there is no designated Sleep Room facilitator for this event: 
• Before entering the Sleep Room, offer the Participant earplugs and a folded pillowcase as an 

eye mask; to block out the noise and light. He/She may or may not want them.  Double check 
if there is anything they need, i.e. bathroom, any personal effects, before entering. Remind 
them that they need to sleep / rest for at least 90 minutes. If they express concern about that, 
reassure them that this resting time is designed to support their integration of the Energy from 
their Treatment. 
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• When you enter the Sleep Room, speak in a very low whisper. Ask them where they would 
like to lie down and if they need an extra blanket. Make sure they are wrapped snuggly and 
will not get cold when sleeping. You may move any personal effects to where you lay them 
down. 

• Make sure they are comfortable and warm. Wrap the blanket under feet and tuck them in to 
keep the Energy in their body while providing the comfort and safety. 

• They need to sleep / rest for at least 90 minutes. Let them know that you (or the Sleep Room 
Facilitator if there is one) will be right outside the door to check on him/her. 

• When you chaperone the Participants to the Sleep Room, tell them that you will be back in 5 
minutes to check if they need anything. You won’t necessarily say anything so they won’t be 
disturbed but you will be by incase they need to ask for anything; you’ll be there for them. 

• Record what time the Participant went into the Sleep Room on the Sleep Room clip board (if 
there is a Sleep Room facilitator he/she will do this, so please double check that record is 
made and the Sleep Room facilitator will keep an eye out for when the Participant rises). 
Create a team rapport with the Sleep Room Facilitator as he/she will be the nurturing 
presence for all Participants as they sleep. 

• Be present by the Sleep Room for the first 40 minutes of the each Participant’s Treatment to 
support the Participants sleeping. At 40 minutes ask a Participant Team Facilitator to take over 
for you by the Sleep Room and return to the Treatment Room in order to prepare the next 
Participant to be treated by changing in the Changing room. 

• If there is a designated Sleep Room facilitator for this event: 
Then please gracefully and calmly pass the Participant to the Sleep Room facilitator and 
return to report to the Lead/Timer that the last Participant has been settled in the Sleep Room. 
Ask if there is anything you can support the Lead / Timer with. You are encouraged by Dr. B to 
participate in as much of the Morning Meeting and activities with the Participant Team as 
much as possible since you will benefit from all the Energy flowing throughout this time. 

• If a Participant wants to leave to go home, make sure they check out with Ashley Hartley first. 
• All facilitators on the Treatment Room team are requested to wear pants with pockets so that 

timers, notebooks, pens and the schedules can be kept in the pockets while working, keeping 
ones hands free. 

Anchoring: 
• You are backup for the Timer. You will coordinate your timer with him / her. When Dr. B enters 

the Treatment room, set the timer on your cell phone for 40 minutes because this is when you 
will need to bring the next Participant upstairs to the changing room. Set the timer for 10 
minutes. Keep a note pad with you on the desk to jot down the number of minutes you set 
between each knock. You will be keeping a second accounting of the minutes Dr. B has been 
with the Participants.    

• During the 1st 20 minutes that Dr. B is in the treatment room, you may get something to drink 
and eat, take a little break to do Energy practices by the Sleep Room, work on an EFS project, 
write in your journal, or attend the Morning Meeting with the Participants. If you are the Sleep 
Room Facilitator, be sure to move your energy so you are still available to support the 
sleeping Participants if needed. Be sure to coordinate with the Lead / Timer what you are 
doing.   

• Following the 1st 20 minutes, it’s important to check-in with the Lead/Timer. Keep your phone 
with you at all times, and check frequently for text messages. The Timer may require your help 
with any number of things. Close communication and support is very important for a smooth 
and graceful flow of Energy. As the Chaperone Facilitators, you serve the connection between 
activities with the Participant Team Facilitators and the Treatment Room Team. You are a clear 
and centered anchor for the Timer / Lead. 

Preparing a Participant for Treatment 
• If there is no Sleep Room facilitator and you are doing that job also, then at 40 minutes 

ask the Participant Team Lead to provide you with a Participant Team Facilitator to relieve you 
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at the Sleep Room. Please coordinate text messaging for this so you don’t have to go all the 
way upstairs to rotate your position. 

• At 40 minutes, let the next Participant know it is his/her turn and time to change. Double check 
that the Participant has everything they need.  Ask if they have: 

• Their journal and a pen 
• Loose shorts  
• Fill their tea and bring the cup for them 
• Ask if they need reading glasses to read their goals 
• Their goals written or typed out, not in their head or on their computer.  It’s important to 

check on goals because when in The Energy it can be very hard to remember what 
they intended or reviewed with Stewart. There is no problem if they don’t have them, 
two things can happen.  Stewart may be able to print off his copy for them or just have 
them write out their goals and reassure them either way, those goals will be perfect. 

• Walk the Participant to the Changing room where you set their items down and suggest they 
change into their loose shorts and gown, open in the back and then sit in the armchair to relax 
and prepare. Make sure they have loose shorts, not long pants. We have extra shorts if 
needed. Everyone is required to wear a hospital gown for treatment—men and women. 
Women may ask about wearing their underwear and the answer is they only wear the gown 
and shorts. No panties if they feel comfortable with that because the oil and wine from the 
Treatment can get their clothing wet and then they stay wet during the rest of the day. So just 
loose shorts and gown are optimal. Invite them to sit in the chair and relax until it is time for 
them to come upstairs. Let them know this is a good time to go to the bathroom. Let them 
know you will be outside the door if they need anything. You are also making sure that no one 
enters the room.  

• Once they are changed they need to wear a blanket wrapped around them so they don’t get 
cold. There will be blankets placed in that room in advance and if there isn’t, please calmly get 
them one from the pile of blankets. Many people also need a second blanket for their legs, 
and perhaps socks, so they are warm and toasty. It may be cold especially in the morning 
hours depending on the time of year. 

• Keeping warm is important for you to communicate to them. If you are cold the Energy will go 
directly to warming you up and not to healing you internally. Their job is to stay warm for the 
next week so the Energy goes to their goals, not to warming them up. 

• Their journal and pen are for when they are waiting, they can review their goals and journal on 
what they have noticed throughout the day since they’ve entered into the Energy. 

• If they want to close their eyes before the treatment, that is also wonderful. Sleep is another 
important job when they have a treatment.  Let them know when they are awake the Energy 
goes to what they are doing. When they are asleep the Energy is working on them. It may feel 
like they should be doing something but their job is to sleep so the Energy can internally work 
on them. 

• Wait outside of the Changing room to give people space to journal or reflect upon their goals, 
nap, etc. Our job as facilitators is just to keep them safe and comforted while letting them have 
their experience. 

• Stay in the hallway until the Lead / Timer brings the last person treated into the Treatment 
room bathroom to change. Once the Lead / Timer has prepared the Treatment room, you will 
then gracefully chaperone your Participant to the Lead / Timer at the Treatment Room. 

Working IN the Treatment Room: 
In the event that you are asked to participate in the Treatment room, preparation includes key 
positions in maintaining the Energy opened for the treatments by Dr. B.  The goal here is not to add 
your Energy to the room as we manage the change over to the next treatment. Keep your Energy 
focused and go with the flow of The Energy. Being present is key because we don’t want to knock into 
anything or over touch the items in the room adding our Energy throwing off the room Energy; which 
has been meticulously set by Dr. B, causing him to have to reset the room. Touch as little as possible 
as you manage the room whether relighting candles or escorting participants.   
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End of Day 
• Complete your Facilitator Victories forms making special note of how all the training Dr. B is 

providing around the Treatment Events is showing up for you and creating wins! What are you 
learning from his training and what is the Energy showing you? Where did you use the training 
for this event to create wins? Submit your Feedback form to the Event Lead. 

Sleep Room Facilitator 
Your position will be to support all of the Participants to sleep for the full 90 minutes that they need to 
integrate the Energy. Your position will be directly outside the Sleep Room door as a support person 
for the Participants, the Participant Team Lead, and the Treatment Room Team. You will work closely 
with the Participant Team Lead and the Treatment Room Lead / Timer. You may be asked to help 
support the Participants and going for walks if needed. 

Sleep is one of the most important and sacred parts of an Energy Treatment so your role is one that 
will allow the Participants to fully integrate the Energy to be successful with all of their goals! As the 
Sleep Room Facilitator, you will manage the area by the Sleep Room on the first floor as well as 
communicate with the Participant Team Lead about how the Participants are doing and if they need 
extra support. Please, continually remind people to keep their voices low when they are near and 
around the sleep room. A kind and gentle reminder to Facilitators when the volume goes up in the 
house will keep the space serene so the Participants can sleep, journal and work on goals. All 
facilitators will support the Sleep Room Facilitator by participating in keeping the noise down.   

• At the start of the day, before the first Participant comes in to sleep, please be sure to turn on 
all of the sound machines in the sleeping room. The sound machines are positioned by the 
head of each bed, by the entryway, and by the bathroom door. See the Sleeping Room layout 
so you are familiar where the sound machines are located. Once on, these stay on all day 
until we straighten the blankets and pillows at night in preparation for the next day. 

• Please connect with the Treatment Team Lead/Timer and the Participant Team Lead since you 
will be coordinating with both leads throughout the day.  

• Make sure there are a few extra blankets by the sleep room door and that the ear plugs and 
eye covers are in place. Keep several small waters in the Sleeping Room. If the weather is 
cold, you may need to turn on heaters, heating blankets or provide extra blankets. Make sure 
that there are a total of eight blankets in the Changing Room, one for each participant being 
treated. 

• Dr. B asks that you refrain from eating food while sitting at the Sleep Room Facilitator position. 
Please plan your breaks ahead of time with the Participant Team Lead so that you can eat 
away from your duties on an actual break. The Participant Team Lead will coordinate one of 
her team members to cover for you at a win/win time for all team members and to support the 
flow of all team duties. 

• When interacting with Participants who were just treated, please keep your energy soft, 
gentle, low and neutral. It is important not to take the person out of their experience by 
engaging in conversation. You are there as a quiet and gentle guide to ensure they don’t get 
lost if they are disoriented. 

• Please keep the Sleep Room tidy and neat throughout the day by folding blankets and 
remaking beds as Participants get up from sleeping. It is important to stay soft and quiet as 
you do this. Please also store Participants bags and belongings in another designated area. 
Please have Participants take into the Sleep Room only the items they need for sleep such as 
a blanket. By keeping bags in a designated storage area it reduces clutter and prevents 
tripping. 
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• Please be aware of all the available beds, always assuring that there is a bed available for the 
next Participant who is coming out of a Treatment. Sometimes Participants who have not yet 
been treated or Facilitators take a nap. The first priority is to have bed space ready and 
waiting for the next person coming from their Treatment. Please do not allow people to 
reserve beds with their belongings. 

• One of your most important jobs is to monitor the length of time that each Participant sleeps.  
People who have been treated are not aware of how much time has passed. Some people are 
asleep fifteen minutes and they swear they’ve slept for days. Dr. B wants to be sure everyone 
has at least 90 minutes of sleep or rest in The Energy before they leave. Please record on the 
Sleep Log when a Participant enters the Sleep Room after a Treatment so that you know how 
long they have slept. Let the Participant team Lead know if someone has rested for less than 
90 minutes.  

• You may walk quietly through the sleeping room periodically and check on people. For 
instance if someone is coughing, they may need a bottle of water. If someone wants to get up 
or does get up and comes outside, gently and lovingly remind them that they need to sleep / 
rest for at least 90 minutes. Let them know that this is one of the most important parts of their 
Energy Treatment and that Dr.B is still treating them even when they are in the Sleep Room. 

• If a Participant is very restless and communicates he / she is unable to sleep then please 
notify the Participant Team Lead right away. Encourage the Participant that Dr.B wants them 
to rest and it is ok to lay down quietly and rest in the Sleep Room even if they aren’t fully 
asleep. Let them know that laying there with eyes closed will support them to integrate the 
Energy. 

• If a Participant continues to express restlessness after trying to lay in the Sleep Room with 
eyes closed or open then sometimes it is helpful for him / her to move their Energy so they 
can rest. Some people are energized by a treatment and need to walk and or eat before they 
can sleep. That’s ok, as long as someone goes with them. No one should walk 
unaccompanied after a treatment. Please just connect with the Participant Team Lead if this 
happens. 

• If a Participant is hungry after a Treatment and cannot sleep, please go up to the Kitchen and 
ask the Kitchen Lead to make a small plate of food for the Participant to eat quietly in the 
Sleep Room. Let the Participant know you will bring them food and let them continue resting in 
the Sleep Room while you get their food for them. 

• When a Participant gets up, it’s important to check how long they have been sleeping in the 
Sleeping Log. If they have slept the full 90 minutes you can guide them to the Main area to 
connect with the Participant Team. Please make sure the place they were sleeping in is ready 
for the next person by straightening up the area and folding the extra blanket and put it back 
on the stack by the door.  Also make sure that the Participant has taken with them all of their 
belongings. 

• Please note that participants who have been treated are not to go on walks by themselves. If 
a participant wants to take a walk, please pass them off to a Participant Team member.  

• The last two Participants will usually go home to sleep. Please double check at the beginning 
of the day with the Event Lead to make sure this is the case. Please also support the 
Participant Team Lead by offering to call the person who is coming to pick up the last 
Participant at the appropriate time so they can arrive as the Participant is getting up. The 
Participant will be aware of these instructions so be sure to get the person’s name and phone 
# before they lie down. Make sure each participant checks out with the Participant Team Lead 
before they depart.  

• At the end of the day, turn off the heaters, heating blankets, and sound machines, make the 
beds, fold blankets and generally straighten the room for the next day. Blow out all the 
candles. Please double check where candles may be located. Check to ensure that the 
participants took all their belongings. If something belonging to a participant is found, let 
Ashley know so she can work on contacting the participant. 

• You are invited to take breaks throughout the day! Please participate in the guided breathing 
visualization video with Dr. B during the Morning Meeting if possible. You may also listen to 
one on your own outside the Sleep Room. 
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• Complete your Facilitator Victories forms making special note of how all the training Dr. B is 
providing around the Treatment Events is showing up for you and creating wins! What are you 
learning from his training and what is the Energy showing you? Where did you use the training 
for this event to create wins? Submit your Feedback form to the Event Lead 

Treatment Room Checklist - Wednesday and Thursday evening 

The goal is for this list to be completed Wednesday and Thursday nights before treatments and 
double checked again on Thursday and Friday mornings. This allows us to be all set for. Many tasks 
are designed to be double checked in the AM. Dr. B said the way to prevent the matrix is to check and 
double check. 

THUR 
AM

THUR 
PM

FRI 
AM Treatment Room Area Checklist

� � �
TREATMENT ROOM: (2) BIC easy to light candle-lighters are in place 
on Dr. B’s table, (2) are in room, and (1) is in the treatment bathroom 
under sink.  Test that all lighters work!

� � �
TREATMENT ROOM: Dr. B’s timer is next to tea in the treatment room. 
As much as possible, do not touch anything in the room (tables, crystals, 
the bed, etc.) 

� � �

TREATMENT ROOM: Check that there are 9 new towels and sheets in 
a designated area for easy access to change out the massage table 
while Participants are changing in the bathroom on Friday.

� � �
TREATMENT ROOM:  Place empty teacup to collect wax from candles 
between treatments.

� � �

TREATMENT ROOM:  Use watering pitcher in the upstairs treatment 
room bath to water plants on Thursday night after Treatments. During 
Treatments they get very dry because Dr.B uses them energetically. 
Large plants require 16-24 oz of water. Small plants will be ok with 8 oz. 
Please have a towel to wipe up any spills or overflows as you water. 
Double check drip trays are in place.

� � �
TREATMENT ROOM: Use watering pitcher in the upstairs treatment 
room bath to refill fountains.

� � � DR.B OFFICE:  Set extra napkins on desk for Dr. B’s use. 

� � � DR.B OFFICE:  Place salt and pepper on desk.

� � �
TREATMENT ROOM HALLWAY: Check that the water pot is filled to the 
top with bottled water and being reheated. Place the lightbulb remote 
control on the ledge near the hot water pot.

� � �
FRIDAY PM TREATMENT ROOM: After the treatments, take the 3 
white candles in the center of the treatment room table and take them to 
the kitchen to have the wax cleaned out. Replace with fresh candles. 
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Dr. B Support Person 
You are the designated person to support Dr. B’s special MEI projects, western medicine calls, and 
LA office projects throughout the Treatment event. This may include researching information online, 
so please bring your personal computer with you. Your role is so important because you free him up 
to really focus on providing Treatments for the Participants. Your presence takes his mind off of what 
is happening in western medicine or with his many MEI projects. Knowing you have these things 
handled and providing him with succinct and accurate updates will be most helpful. 
Any projects or topics related to the Austin Treatment Event will be handled by the Event Leads. In 
your work with Dr. B, if any topics come up surrounding the Austin Treatment events—such as 
Participant concerns, treatment house facilitators, or the event schedule—please pass them to the 
Event Leads. Gently remind Dr. B that you will let the Event Lead know so she can work on those 
items and you can focus on his special projects. 

• Upon arrival to the Treatment House in the morning, please check in with the Event Lead to 
get aligned and in-synch for the day. You may be asked to support the team by greeting 
Participants or shuttling facilitators to the Treatment location. 

THUR 
AM

THUR 
PM

FRI 
AM

� � �
AM: Verify that outdoor lights are out. Check with Ashley, Sara K, or 
Maggie before going upstairs, especially in the morning because Dr. 
Morguelan may be getting ready for the day and using the office.

� � �

TREATMENT ROOM AND TREATMENT ROOM BATH: Candles are 
counted, replenished and wicks are trimmed and ready to light 
(treatment room and bathroom). PM: Any candles that need to be 
changed (i.e. the center 3 candle holder) would be put in freezer to 
remove the wax. Have the wax popped out later in the night.

� � �
CHANGING ROOM: 9 rolled gowns are neatly positioned on a table in 
changing room.

� � �
CHANGING ROOM: Have 2-3 pairs of spare loose shorts in the 
changing room, in case some participants do not bring their shorts.

� � �

CHANGING ROOM: 5 blankets are folded neatly on the table and 5 
near the floor, next to the end table, so the table isn’t too crowded. 4 
pairs of spare socks are on the table for Participants and any extra are 
on the floor near the blankets.

� � � CHANGING ROOM: If possible, place a coaster on a table.

� � �

ALL: Any items that need to be purchased for upstairs are added to the 
shopping lists, stored in the kitchen. Coordinate with food preparation 
person any items that need to be added to the shopping lists stored in 
the kitchen.

� � �
ALL: Please make sure all wastebaskets are emptied (treatment room, 
treatment room bath, upstairs hallway bathroom and office) and toilet 
paper is stocked.

� � � END: Unplug fountains 

� � �
END: The last person to leave please turn out all the lights, double 
check to make sure no candles are burning and lock doors.
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• Please remain in the Main common areas until after Dr. B has gone into his first treatment at 
8:30am. This allows him to focus and start the day on-time. If you are in the Treatment Room 
area, he may see you and start thinking about other projects. It is best to check in with him 
after he completes his first treatment. 

• If the Event Lead does not need your support with anything prior to 8:30am, please sit and 
quietly journal and write goals for the day. 

• After 8:30am you may go into Dr.B’s office to get organized and settled for when Dr. B comes 
out of the first Treatment. At this time, please check-in with the Treatment room Lead / Timer 
and Chaperone facilitator. Connect with these two key teammates in the Energy to create a 
successful day together. 

• If there is no designated Sleep Room Facilitator: 
During treatments throughout the day, you will be asked to relieve the Chaperone facilitator by 
the Sleep Room. This will happen after a treatment has been happening for 40 minutes. At 
that time, the Chaperone / Sleep room facilitator will text you for support. You may take your 
computer and projects downstairs while you cover for the Sleep Room. Please review the 
Sleep Room portion of the guide so you can be successful in this role. 
Once Dr. B comes out of a treatment, or just before, you will be notified via text by the Lead / 
Timer. At this time please come to the Treatment Room area ready to meet with Dr. B after he 
debriefs with the Event Lead. 

• After a Treatment, the Event Lead will very likely meet with Dr. B. Please wait to review your 
special projects with Dr. B until after the Event Lead has completed her meeting. 

• The Lead / Timer is accountable for the timing of treatments and Dr. B’s success in staying on 
schedule throughout the day. Staying on schedule is very important to Dr. B and it is not easy 
for him to manage time when he is in the middle of Treatments and going deep with the 
Participants. He really counts on the Lead / Timer to keep him on track. So one of your most 
important jobs, is to honor the Lead / Timer by keeping your meetings with Dr. B focused and 
within the time frame allotted for his breaks between treatments. 

• Practice using Energy communication with Dr. B and your teammates by double-checking 
information and repeating back what you think is being communicated to you. Be succinct and 
accurate when working with Dr. B. And be on your toes being alert and aware ☺ . 

• Please check in with the Event Lead throughout the day for support or with any questions or 
concerns. 

• Complete your Facilitator Victories forms making special note of how all the training Dr. B is 
providing around the Treatment Events is showing up for you and creating wins! What are you 
learning from his training and what is the Energy showing you? Where did you use the training 
for this event to create wins? Submit your Feedback form to the Event Lead. 

Tear Down / Returning the Home - Friday 

Treatment Room Tear Down - Friday 
Tear Down of the Treatment Room is a sacred job and every bit as important as setting up the room. 
Please take the time to align as a Team in the Treatment Room space prior to Tear Down. Feel the 
Energy in the room and allow yourself to approach your job with reverence. Please take great care 
with all of the crystals, sacred objects, and beautiful furniture. 
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�

PACKING THE TREATMENT ROOM LIGHT SYSTEM: The Treatment Room Light 
System includes: two sets of (a) remote control, and (b) A / C plug and (c) curly red (13W, 
120 VAC, 60Hz, 180mA UL) FEIT Electric bulbs from Home Depot. It is important that the 
bulbs be packed with care so they are not damaged. Packing them in bubble wrap would 
be ideal. If any parts of the kit are not working or broken, that needs to be reported to the 
Upstairs Team Lead for replacement BEFORE the next Austin event.

�

BEFORE TEARDOWN OF THE FOUNTAINS: It is best for the Facilitator who created the 
fountain to also tear it down so that it is done correctly and stored appropriately for the 
next event. PLEASE TAKE EXTRA CARE TO PROTECT THE TREATMENT HOME 
FURNITURE AND CARPETING. Cover the carpet near the fountain with big black plastic 
bags so as to protect the carpeting from water and dirt. Have a roll of paper towels nearby. 
Gather clean and dry rag towels, tissue paper and plastic bags for storage of the fountain 
crystals. Place black plastic bags and towels around the fountain to protect the wooden 
tables. UNPLUG THE FOUNTAIN PUMP.

�

BEGIN TEARDOWN OF THE FOUNTAINS: Begin by pulling the smallest and most fragile 
crystals off the fountain. IF WET, place on the towels or paper towel to dry. Continuing 
pulling crystals and stones off in layers and placing them to dry. It is very important the 
crystals and stones are dry PRIOR to packing. Separate fragile crystals (with points) from 
non-fragile crystals and stones (no points). Arrange them by color.

�

COMPLETE TEARDOWN OF FOUNTAINS: Once all crystals are removed from the 
fountain base, carefully take it into the bathroom to dump the water. Take extra care to pad 
the base with towels so not to damage the countertops and wooden tables. Thoroughly 
dry the base and all of the small black stones that were submerged in water. It is important 
everything is completely dry prior to packing.

�

PACKING THE FOUNTAINS: Please go slowly and take great care with the packing 
process. Once all crystals, stones, fountain base and pump are completely dry you may 
begin carefully wrapping the crystals so that they are protected in the storage bin / bag. 
Place the fountain base with wrapped pump inside at the bottom of the bin / bag. Then 
heaviest rocks / crystals and the most delicate and fragile crystals at the top. Provide extra 
padding (bubble wrap and tissue paper) as needed to protect delicate items.

�
PACKING THE FOUNTAINS: Pack all the black plastic bags with the fountain that they 
belong to. Store all items for a fountain together in its bin / bag. 

�
BIG FOUNTAIN BREAKDOWN: Extra 2 side crystals on Table Top: Please pack with 
small prop-up stones in a separate zip lock in blue bag. Hint: Blue Celestite (on left front) 
is quite fragile. Large Purple Amethyst is less fragile.

�

LINENS: Count the number of each: gowns, flat white hospital sheets and white towels 
and give to the Facilitators designated to do Laundry on the Team schedule. Let these 
Facilitators know the number you counted. This number should match the number counted 
at the beginning of Treatment event set-up. If there are any missing, assist the Laundry 
facilitator in locating the missing linens.

�

CLEANING DR.B’S CUPS AND BOWLS: Only Ashley and the Treatment Room tear 
down team members (by permission only) are allowed to touch Dr. B’s cups and bowls. 
Please ask one of them to assist you prior to moving them. To clean the cups, collect them 
in a red bowl, put in a sink full of soapy water, wash each cup inside and out with a soapy 
paper towel. Transfer to a sink filled with clean water to rinse. Hold each cup under water 
and move the stem of the cup in and out to clear out soap residue. Soap can degrade the 
rubber part. Set the cups on clean towels. Dry each cup inside and out with a paper towel 
and return to the correct box. Bring boxes of cups from the armoire to the bathroom to 
complete this. 

�
RETURN FURNITURE: The Treatment Room teardown Lead will assist and direct the 
movement and returning of the furniture in the Treatment Room.
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Treatment Room - Cleaning the sacred Chinese cups 
The Individual Energy Treatments are a life-changing experience for the Participants receiving 
Treatment. Dr. B uses various ancient tools in each Treatment, of which the cups play a particularly 
important role. On Friday evening, during Tear-down, these cups need to be washed, dried, and 
safely stored.   
A person from the Upstairs Treatment Team is selected by Dr.B to clean the cups, and Ashley Hartley 
and/or Justin Hartley, will let you know that you are cleared to do this important job. 
Being selected for this task is a great honor! 
Once you have been selected to clean the cups, please review and follow the steps listed below: 

• Identify the place where you will be washing the cups. It may be Dr B’s bathroom or any other 
bathroom located close to the treatment room. 

• Carry the cups from the treatment room to the bathroom carefully. Check and see if there is a 
container where you can put the cups in order to carry them to the bathroom safely.  
Sometimes there are red plastic bowls that are used. Please ask your team lead for a red 
bowl. 

• Get two of the small white MEI hand towels (from the Kitchen team) or use 2 from the rental 
house. Please be sure if using towels from the rental house that you leave them in a 
bathroom rather than accidentally mixing them in with MEI linens. Place one of the towels on 
the floor of the bathroom where you will be washing the cups. The towel is where you will 
place the clean cups after you have washed them. The other towel will be used to make sure 
the cups are dry. 

• Take all the boxes where the cups will be stored to the bathroom. Usually the boxes are put 
away in a plastic bin during set up. Ask the Treatment Room tear-down lead to help you 
locate these. 

• Take each cup and one by one rinse them with soap and water.  Use your finger to clean the 
inside of the cup. VERY IMPORTANT – DO NOT SUBMERGE THE CUPS IN WATER. It is 
very important that the top of the cups (the tip) NOT get wet. As you are washing the cups, 
check to make sure that the cups do not feel greasy. 

• Once rinsed place each cup on the towel on the floor. 
• Once all cups have been washed and are on the towel to dry, get another towel, pick up each 

cup and dry individually. Shake the cup with the tip tilted over the towel to get rid of any water 
that could have leaked into the tip. 

• Take each dry cup and store in its corresponding box. There are several boxes where the 
cups are stored and figuring out which cup goes into which box, is a “trial and error” process. 
Try each cup in the cut-out spaces in the Styrofoam within the boxes until each cup has found 
its “home.” 

• Once all cups are stored in their corresponding boxes, place the boxes into their designated 
plastic bin. They are now ready to be taken to storage.  

Special items that do NOT go back to storage: 

�
STORAGE OF BINS: All bins will be loaded into vehicles to return MEI items to storage. 
Please carry heavy items between 2 or 3 people. Ask the Treatment Room Tear Down 
Lead to direct you.

�

COMPLETION: Complete your Facilitator Victories forms making special note of how all 
the training Dr. B is providing around the Treatment Events is showing up for you and 
creating wins! What are you learning from his training and what is the Energy showing 
you? Where did you use the training for this event to create wins? Submit your Feedback 
form to the Event Lead.
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• Used votives; a volunteer takes these home to clean  
• All hospital gowns, treatment table covers, hospital sheets, and fabrics that require laundering; 

a facilitator (check the schedule) takes these home for washing. 

Flowers/Plants Tear-Down - Friday 
Thank you so much for taking care of the flowers and plants that are used to support the energetic 
success of the Treatment Event. 
These living creations are special because Dr.B infuses them with Source Energy. 
Please take loving care of them throughout the tear-down process.  

Plant Caretakers 
Each Plant caretaker is responsible for picking up her plant directly from the Treatment event on the 
evening of Tear-down. Please call the Flower/Plant Lead Facilitator to check in on the timing of Dr.B 
completing the last Treatment. Since many of the plants are used in the Treatment room, they will 
only be available for pick up once Dr. B has completed the final Treatment for the day. If for any 
reason you are unable to pick-up your plant, you must arrange for someone else to pick it up on your 
behalf. We will not be able to offer any support getting this to you. Please plan ahead so this is 
effortless and fun for you. 
There will be one designated Flower/Plant Facilitator at the Treatment Event on Friday for Tear-down. 
Please check-in and out with this team member before you leave with your plant. 

Flower/Plant Lead Facilitator 
Flowers 
Begin by carefully collecting all of the vases of flowers that have been positioned around the 
Treatment Event. You can gather them all into one place that is out of the way (e.g. laundry room, 
kitchen space approved by Kitchen Lead, etc). Once you’ve collected all of the vases, transfer the 
flowers into to-go containers that you can keep the flowers alive for transport after the event. You may 
keep them for yourself or give to the Treatment Facilitators as a parting gift. Please ask Ashley if any 
would be nice for Dr.B to have at home. 
When packaging up the flowers you can use plastic bags with water or wet paper towels wrapped 
around the ends. 
Return the vases to the Kitchen team who will pack them with the Kitchen bins 

Plants 
Packing and transport 
The Treatment Event Plants are large, but delicate, so please carefully collect them into one staging 
area at the Treatment event that is out of the way of the rest of tear-down. You can double check you 
have positioned them in a win/win manner by asking the Treatment Room and Main House Leads if 
the location works for them as well. 
Please care for these with reverence and get them ready to be picked up by their Facilitator 
caretaker. 

• Please keep any plant stands and drip trays with each specific plant when you move them. 
Each plant has its own tray or stand that stays with it. 

• Locate any black garbage bags that were used and saved in a designated kitchen or garage 
area to use again on Friday during tear-down. 

• Please be sure when moving plants around the Treatment location that you hold them from 
the bottom of the pot. Grabbing them from the sides or rims can crack the containers. Watch 
for residual water that may be in the bottom that could leak and cause a slip or trip hazard. 
Quickly clean up and communicate about any spills. 
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• Get the plants ready for the Plant caretakers to pick them up 
Treatment Room Plants: 

• The Event Lead will let you know once the Treatment Room plants are available when Dr.B 
has finished his last Treatment on Friday. Sometimes Treatments run late so if you are 
complete with all other Flower/Plant tear-down, then please offer to help the other teams while 
you wait for the Treatment Room plants. 

Final clean-up 
• There will likely be leaves or debris from the plants that gets on the floors. Please use a  

vacuum or broom to sweep this up before you complete for the night 

Kitchen Tear Down - Friday 
Tear down of kitchen should start around 5:00PM on Friday. The Kitchen Tear-down Lead should 
contact the Event Lead in the afternoon at 3:00PM. to verify the timing for this and communicate any 
changes to the rest of the kitchen tear down team. 

NOTE: Do not pack any perishable items of food, water or soft drinks (Vernor’s) for storage – please 
notify the Event Lead of what is left and where it is located. The Event Lead will determine who will 
take these items home. 

• Bring up a storage bin from wherever the bins are stored in the treatment home. 
• Obtain the Kitchen Item Inventory Checklist from the Event Lead. 
• Each item should be packed in the storage bin it came out of. Check off each item by 

indicating the quantity packed and its’ condition (how much or if damaged, etc) before packing 
in the appropriate numbered bin (Boxes 1 – 12). See sample Inventory Sheet Below. 

 

• Please pack bins 7 and 2 last. Box 7 is for supplies and Box 2 is empty for any 
miscellaneous items missed in packing. In Box 2, please list and note which box the 
item belongs in. 

• As you pack the items suggest kitchen items to purchase that are running low like plates, 
cups, napkins, plastic baggies, etc. in the COMMENTS column of the inventory sheet or note 
DO NOT PURCHASE if supplies are sufficient. 

• Please use plastic bubble wrap to protect each breakable piece before placing in the plastic 
bin. Some of the glasses will be placed in small boxes with dividers, then placed in the plastic 
bin. Silverware, plastic ware, paper plates / bowls / napkins, and spices or other non-
breakables may be placed in baggies. Pack Dr. B’s chopsticks and holder box carefully. 
Please be sure they are not loose and bouncing around since they are fragile. 
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Indicate condition out

Indicate whether  
NEED TO PURCHASE or  

DO NOT PURCHASE



• Please be sure to clean all items and carefully wrap Dr. B's dishware - white plates, both chop 
sticks sets (and back in their box) before packing into the plastic bin. 

• Empty the hot water containers, then dry completely with a paper towel. Then place a 
new paper towel across the top and under the lid so that the lid does not completely 
shut. 

• Take a picture or use a scanner app to make a copy of each inventory sheet (12 total – one 
for each box) with your phone PRIOR to inserting the sheet into the plastic sleeve inside each 
bin where the inventory forms are kept. Send these photos to the Event Lead. 

• Move boxes as they are filled to the garage for transport back to storage. 
• Because each plastic bin may become too heavy for one person to carry, ask someone to 

assist you in carrying the packed plastic bin down to the garage or to the designated loading 
area. 

• Repeat this process for each plastic bin. 
• Any large items that do not fit in boxes (like paper towels or other items, can be taped up with 

BLUE TAPE (available from office supplies) and taken to garage. 
• The refrigerator should be empty of all items. If you are unsure of what items to save, give 

away, or throw away, ask the Kitchen Tear-down Lead. If the Kitchen tear-down lead does not 
know, they will ask the Event Lead. 

• Ask the Kitchen Tear-down Lead if there are any other tasks to be accomplished before final 
cleaning of the kitchen. 

• Check with the Event Lead to see if the kitchen floors need to be swept or mopped. Note that 
some rented treatment houses will have a cleaning service so this won’t always be necessary. 

• Return kitchen to its original state by referring to pictures taken by the Kitchen Set-up Lead. 
• Ask the Event Lead to check over the kitchen with you. 
• Provide your copies of the checklists to the Event Lead, complete your Feedback forms and 

hand to the Event Lead. 
• Include anything missing or broken on inventory and any suggestions for additional 

purchases. 
• Complete your Facilitator Victories forms making special note of how all the training Dr. B is 

providing around the Treatment Events is showing up for you and creating wins! What are you 
learning from his training and what is the Energy showing you? Where did you use the training 
for this event to create wins? 

Main House Tear Down - Friday 
The Teardown Team will use the digital pictures taken on Wednesday before the Austin Event to 
ensure things are returned to their proper place. Please take extra loving care with the homeowner’s 
belongings and returning their beautiful home to its original condition. Please check in with the Event 
Lead throughout the tear down process. 

�
KITCHEN / FAMILY ROOM / GUEST BEDROOM: If there are landlines please plug back 
in. Return the elevator phone ringer to “on”.

� KITCHEN: Put kitchen table and chairs back to their original location.

� KITCHEN: Remove all nametags and take to the Wrap Up Session.

�
KITCHEN: Please take extra care to only pack MEI items and not the home owner’s. 
Please double check with the Event Lead throughout the process.

�
KITCHEN: If bowl, wine, and lighter are on the downstairs counter, please notify Ashley or 
Sara K (only Dr. B or Ashley touches the bowl).
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�
KITCHEN / FRONT HALLWAY / MASTER BEDROOM: Remove all signs in bathroom, on 
front doors, kitchen area and put in box so that we can reuse them (i.e. Sleeping Room 
Quiet, Bathroom paper, Master bedroom, front door sign out sheets). 

�
KITCHEN: CHECK TO SEE THAT THE TRASH IS GONE.  Please refill the trash bin with 
trash from the day and know you are providing an important service!

�
FAMILY ROOM: Replace extra chairs or folding chairs to their original location or to 
whomever we have borrowed from

�

ALL BATHROOMS: Please remove and pack all of the MEI soap containers that should 
be labeled “MEI” on the bottom. Store these in a designated Downstairs Set-up / Tear-
down bin.

�
SLEEPING ROOM: Remove vent covers in sleeping area and reopen any vents that were 
closed during set-up.

� SLEEPING ROOM: Deflate all mattresses, put them in bins and store. 

�
SLEEPING ROOM: Place the blankets and linens (all sheets and pillow cases) in bags 
and load into an assigned facilitator’s car for their generous laundering. Check the 
schedule if you are not sure who is doing the laundering. 

�
SLEEPING ROOM: Remove all sound machines that belong to MEI and make sure that 
everything is plugged into the appropriate outlets.

� SLEEPING ROOM: Remove all the space heaters and return them to their owners.

�

SLEEPING ROOM / OFFICE: Anything we unplug during set up should have a sticky note 
to indicate where it was originally plugged in so the Tear Down team can plug it back. 
Remove all extension cords that have sticky notes attached to them. Please put them 
back in the Main Area Set Up box.

�
SLEEPING ROOM: Place the container of ear-plugs and socks in the sleeping room box.

� LIVING ROOM AND BEDROOMS: Move all furniture back to original place.

�
ELEVATOR AND THERMOSTATS: Carefully remove the three elevator signs and two 
thermostat signs and put into storage for next time.

�
FRONT HALL: Remove MEI items from the entry table. Return any tables and furniture to 
original locations. Give follow-up call sheet to Ashley Hartley. 

�
HALL BATH: Bring paper towels from bathrooms to the kitchen to be added back into the 
MEI storage. The Kitchen team will handle the storage. 

�

ALL FLOORS: Remove and collect all of the MEI signs that are placed throughout the 
house. Signs are on all three floors and include signs for the elevator doors (3), 
thermostats (2), bathrooms have signs about not using too much tissue, private area signs 
and quiet signs. Please double triple check the house and store all the signs in one place. 
The Main Area teardown Lead should check with Sara Esposito about the correct bin to 
store the signs. 

Confidential - Morguelan Energy Institute Pg        Austin Energy Treatment Facilitation Guide              Jul 10, 2017      78



Sleep Room Tear Down Inventory 
Office Box #1:      Date:  

Office Tear Down Inventory - Friday 

Office Box #1:      Date:  

�

FINAL: Complete your Facilitator Victories forms making special note of how all the 
training Dr. B is providing around the Treatment Events is showing up for you and creating 
wins! What are you learning from his training and what is the Energy showing you? Where 
did you use the training for this event to create wins? Submit your Feedback form to the 
Event Lead.

ITEM MINIMUM HAVE NEED

Air Beds 6 6

Heated Blankets 4 4

Space Heaters 1 0 1

FRI Mini Office Tear Down (1 / 2)

�
Do an inventory check and see what supplies need to be bought for Mini Office.  Compare 
with office inventory list. Check that there is at least one spare black and each color ink 
cartridge. Give list to Ashley Hartley.

� Make sure we have at least a half ream of paper available.

� Unplug the 2 power strips and put in the supply box.

� Put Epson printer back in its box and store. 

� Store office supply boxes.

ITEM MINIMUM HAVE NEED

Magnetic white board 1

Drawer Organizer 1

Pen organizer 1

3 Hole Punch 1

CD – RW (Memorex) 15  

HP Trip color ink cartridge (for HP desk jet F4280) 1

HP Black and White ink cartridge (for HP desk jet F4280) 1

White Noise Machines 9
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Office Box #2:        DATE:  

Inventory of Items, Boxes and Bags 
Bags 
#1 – Heating Blankets 
#2 – Pillows 

ITEM MINIMUM HAVE NEED

Spiral Bound Notepads, 3 x 5 12

Post-It Pads – Medium 6

Post-It Pads – Large 6

Power Strips 2

Extension Cord 1

Big Paperclips 8

Scotch Tape 2

Tape-Style White-Out 2

Highlighters (assorted colors) 10

Digital Timers 3

Sharpie pens 10

Crayola washable pens 15

Tape Recorder 1

Rubber bands 20

Thermometer (Digital) 1

AA Batteries 20

AAA Batteries 12

Letter opener 1

Light bulb – 120 v soft white 1

Stapler – Large 1

Stapler – Small 1

Staples – box 1

Paperclips – box of 100 1

Blue tape (masking tape) 2

3 Hole Punch 1

Blue Pens 12

Kleenex 8
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#3 – Pillows / Air Mattress 
#4 – Poles / cardboard for windows 
#5 – Misc. Linens and Eye Covers 
#6 – air mattresses / air pumps 
#7 – office panels 
#8 – blankets, shorts, socks 
Boxes  
#1 – Sleep machines, garbage bags, shower curtains 
#2 – Misc. linens, air mattress, candles, ear plugs 
#3 – Facilitation guides, blue tape, misc. linens, candles, bed warmer, DVD player, headphones (big 
black) 
#4 – Air freshener, bathroom supplies 
#12 – Bathroom, Kleenex, TP, paper towels 

Returning the Home Checklist 

The Treatment Room, Main Area, and Kitchen Set-Up and Tear-Down Leads are responsible for 
ensuring the home is returned to its original shape. All Tear Down Leads should do a final walk-
through with Ashley on Friday evening prior to leaving. 

Main Area Tear Down List: 

• Create lost and found bag 
• Haul off trash 
• Clean walls of scuff marks 
• Check to make sure consumables are replaced 
• Be sure to pack the water pots from the kitchen with electric cords placed inside  
• Be sure candles are packed last  
• Pack sound machines 
• Replace towels and counter items in ALL bathrooms 
• Bring lost & found to lecture series 
• Walk around and inspect for damage 

Friday: Walk-Through 

• 9:00 PM:  Return to the Treatment Location for final kitchen clean up and to ensure the house 
is turned back to the impeccable way we found it. Walk through the house with Ashley Hartley 
to double check. 

• Make sure it is in the order it was in when MEI arrived (see photos) 
• Make sure kitchen is clean and trash has been put out in the trash cans or hauled off.  
• Walk around and inspect for damage 
• Load all the final items that go to MEI storage 
• Take the final items to storage. 
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The Week Following Austin Events: 

• Check Wine Inventory: A week after the Austin event, Justin is accountable for replenishing 
the supply of the Chinese wine. MEI reorders the wine based on the inventory levels.  

• Check Tea Inventory: Krista Dillard will fill Tea supply and then take the extra tea to the 
Energy For  A Successful Life course on the Sunday following the treatments. 

• Update shopping lists. Collect feedback and update the guide.  
• Email thank you to facilitators, ask for their feedback. Write up all feedback.  
• Create debrief outline for Ashley and Dr. B. 

Helpful Contacts: 

Name Cell Phone # Email Role

Ashley Hartley 512-626-8218 ashley@energyforsuccess.org Event Lead

Sara Esposito 262-490-4033 saraesposito525@gmail.com Pre-Event Team 
Support

Marce Raether 310-993-8211 senske@aol.com Pre-Event Team 
Support

Krista Dillard 512-483-1084 kristaddillard@gmail.com Pre-Event Team 
Support
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