Page 1 of 2
July 24, 2009


St. Michael Parish Mass Coordinator 
Information Sheet and Checklist
Updated 7/24/09
Before Mass Checklist (please arrive 30 minutes before Mass to set up)
Sound and Lights

· Sound System: turn on switches #14, 16, 25, 27, 35 (they are marked with green tabs) and are located in the little closet in the front office (next to Pauline’s desk).

· Worship Space Lights: switches are located at the back of the worship space by the north entrance doors (closest to the office door).

· Choir lights: switches on the wall by the piano

· Mary and Joseph niche lights
· Gathering Space including the St. Michael statue lights
· Narthex lights
· The hall lights between the sacristy and the parish center
Sacramentaries and Altar Cloths, etc.
· We use two Sacramentaries at Mass:

A large red Sacramentary belongs on the credence table 


A small brown Sacramentary belongs on the altar servers chair

· Ask the priest to set both to the proper Sunday and preface
· Altar cloths, purificators, corporals, and hand towels are found in the drawers in the Sacristy.
Credence Table

The following are arranged according to the guide under the glass on the table itself:
· Large red Sacramentary
· One corporal and one purificator placed on top of the Sacramentary the other purificators go on the table according to the credence table guide

· Chalice and 2 or 4 Communion cups

· Water cruet

· Bowl and towel

· 3 communion plates

Tabernacle and Chapel Altar (the Altar used at Daily Mass)
· Place Tabernacle Key in the Tabernacle (key located in drawer labeled “Tabernacle Key”- the left drawer above the counter close to the closets with all the vestments)

· Place a large corporal and a cruet of water for purifying the sacred vessels after communion on the Chapel Altar
Sanctuary 

(This is set up before the 5:00 Mass and will remain in place for all Masses)
· Place the Altar cloth on the Altar. Color is determined by checking the appropriate Sunday on the Liturgical calendar.
· Place the small wooden stand (decorated with small crosses on the pedestal) next to the Altar on presider’s side for the Parish Book of Prayer

· Place the small brown Sacramentary set to proper Sunday on the server’s chair

· (10:30 Mass Children’s Lectionary on presider chair before Mass)

Prepare the Gifts for the Gifts Table
· Find wine in the refrigerator in the sacristy

· Fill the large glass decanter to the bottom of the handle, pour into gold decanter and return to the refrigerator.

· Place pre-measured quantity of hosts and one large host on the gold or silver plate and leave in the sacristy for the ushers to adjust before communion. The Ushers will place the wine and hosts on the Gifts Table before communion.
Liturgical Ministers

· Make sure all scheduled ministers have checked in with you.
· Find subs as needed (there is a list of all Liturgical Ministers in the sacristy)

· 8:30 Mass: when there are no children available as Altar Servers, Anne Marie Case and Cliff and Sally Luft will serve.
· If there is/are sub(s) for Parishioner Registration, inform the presider so that he can change the name(s) on his announcement.
· Altar Servers should light the two candles by the ambo before Mass.
· Ask Ushers to find people to bring up Gifts if no one is signed up.
· Number the EMC’s beginning with the #2 (presider is in the #1 position)

Readers:

· 2nd Reader places the Lectionary on the ambo before Mass begins

· 1st Reader carries the Book of the Gospels during the procession unless a Deacon is assisting at Mass
Ushers ring the outdoor church bells 15 minutes before Mass begins. 
They also place the Gifts Table in the center of the Narthex when Mass begins.
After Mass:

· First 4 EMC’s on the schedule are to wash the purified Sacred Vessels. 

· 8:30 Masses, re-set the credence table as above for the 10:30 Mass.

· 8:30 Masses: please leave the tabernacle key in place.
· Check to see that the Sacramentaries are in place on the credence table and server’s chair.

· Return stray music books to the pews

· 5:00 and 10:30 please be sure to return the Tabernacle key to the proper drawer (see above).
Clarification about purifying vessels:
No one but the priest or deacon can do any part of the purification of vessels. EMC’s are not supposed to brush crumbs from plates into the main chalice nor are they allowed to pour water into the wine goblets, swish around, and then pour it into the main chalice. However, they are permitted to dry the vessels after they have been purified.
The last 2 EMC’s to return to the Altar are asked to remain with the priest or deacon to help while they do the purification.
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