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1. Before leaving home, make sure you have:

a. Liturgical minister schedule for the month

b. Key to church doors

c. Mass coordinator checklist

2. At Church:

a. Unlock door to commons.

b. If  you do not have the hex tool to unlock the door from the inside, 

use the one hanging to the right of the door.

c. Turn on the lights in the Commons (on the wall to the right of the 

door and behind the tree).

d. Unlock the door to the church hallway from the Commons.

e. Turn on the lights in the hallway to the church and the classroom 

hallway.

f. Unlock the church entrance doors by the classroom hallway.

3. Unlock doors for Childrenôs Liturgy: Classroom # 8 and #9.

4. Set heat/AC for classrooms:

a. Unlock classroom #18/19 (right-side door)

b. Locate thermostat on the wall to the right.  Turn the dial to the right 

(all the way around).
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1. Unlock door to sacristy and hospitality room.

2. Turn on sound switch for sacristy (inside the door on the left).

3. Turn on lights in church (on wall to the right). Turn on all.

4. Turn on church ceiling fans (above light switch box).  Turn to the right (as 

shown).

5. Note: for special events in the Parish Hall: Turn on speaker switch for sound 

(on the wall to the right of the light switch box).

6. Get key to storage cabinet: Open closet door (See photo).

a. Open closet door (on right).

b. Key is on nail to the right (near top right of door frame)
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1. Unlock the front door (if not unlocked by the ushers).

2. Ushers will put out stand for the Mass sheets.

3. Ushers will place the grocery cart.
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1. Unlock the cabinet doors, using the key from the closet.

a. Left-side top: cups

b. Left-side bottom: plates, wine pitcher, Tabernacle key (on gold chain), 

and pyx (host containers for homebound

c. Right-side top-left: tray with microphones for priest/deacon

d. Right-side bottom-left: chalices

e. Right-side top-right: more chalices

f. Right-side bottom-right: ciborium, water cruets

g. Drawer top left: miscellaneous: charcoal and incense, propane lighter, 

info sheet for Homebound Communion

h. Drawer #2 left: cutting board and knife for cutting Communion bread

i. Drawer top right: Minister name tags, key tool for locking front door, 

batteries for microphone

j. Drawer #2 right: purificators

k. Drawer bottom-right: tools, etc.

2. Books for Mass and announcements

3. Mass coordinator checklist

4. Keys

a. Tabernacle

b. Cabinet

c. Church and classroom doors

5. Liturgical minister schedule
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1. Get wine and hosts from fridge.

a. The wine will be in a bottle or carton.

b. The large hosts are in a low-flat plastic container. Take out one.

c. The small hosts are in a jar-type plastic container.  Additional hosts may be in a plastic 
bag.  

d. If the host supply is low, look in the cabinet on the other wall for more plastic bags. 

2. For more wine, check the closet on the floor, right side.

3. Using the cabinet key, open the door on the left side.

a. Take down 8 cups, place in wooden carrier (not shown).

b. Take out one wine pitcher; you may need to open the right-side door.

c. Take out 4 plates (patens): 1 for hosts; 3 to take to the altar.

d. Take out Tabernacle key (on gold chain).

e. Note location of pyx containers (for Eucharistic Ministers of the sick who need one).

4. Fill one host plate (paten) and wine pitcher.

a. Pour small hosts from the plastic container on to one plate (paten).

b. Place one large host on top of the small hosts.

c. Fill the wine pitcher.  If need a measure, use a wine cup @ ¾ full X 8.  This usually comes 
to near the bottom of the pitcher handle.

d. Note: if Communion bread has been baked and is to be used in place of the wafer hosts, it 
will have to be cut in small portions. Do the following:

1) Locate knife and cutting board in second drawer on the left (not shown). 

2) Cut the bread into small pieces (estimate ½ inch squares).

3) For the large host (to replace the large wafer host), make cuts on the backside 
(but not too deep) to enable the priest to break it up for distribution at Communion.

4) Place the bread on one plate, with the large host on top.
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1. Open the cabinet doors on the right side.

a. Take out the white microphone tray (top left): 2 microphones

b. Take out the chalice: green ceramic for Ordinary Time (most of the 

year) or gold (special occasions, Christmas, Easter, Holy Days, etc.  

When in doubt, ask the deacon or priest.

c. The ciborium is used to store consecrated hosts in the tabernacle.

d. Take out both cruets and the water bowl.  Fill both.  One is for the 

ritual washing of the priests hands; the other is used for the ritual 

washing of the cups after Communion.

2. Open the second drawer on the right and take out 10 purificators.

a. 8 for communion stations

b. One for the chalice

c. One for the ritual hand washing (with water cruets)

3. Take out two microphones: one for the priest and one for the deacon.  If 

more are needed and on hand, the deacon or priest will advise.
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1.  Minister to the homebound: these EM will contact the Mass 

Coordinator before Mass. After Communion, the deacon or priest will 

place hosts in a pyx and will call the ministers of the sick to the altar, 

present them with the pix, say a blessing, and send them forth to 

carry the Eucharist to the sick.  Do the following to prepare:

a. Ask the minister if they need a pyx (container).  If yes, get 

one from the cabinet (left side in front of plates).

b. Get a minister information form (from top left drawer). 

c. Ask the minister to complete it: name, number of Hosts 

needed and purpose (hospital, nursing home, etc.)

d. Place the form and pyx on the credence table on the altar.

e. During Communion, an Altar Server will place the form and 

pyx on the altar; if the Mass Coordinator does this, move 

them before the cleansing of the cups begins.


