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St. Mary’s Parish 
Sunday Morning Coffee & Fellowship 

Following Sunday Morning Masses 
 

Thank-you so much for hosting the Coffee and Fellowship at St. Mary’s.  The 
procedures to host the coffee after Masses are outlined below. 
 

 Coffee will be provided in the Magowan Center Reception area following the Sunday 
Masses.     

 At least two volunteers are needed each Sunday. 
 Tables and vinyl tablecloths will be set-up ahead of time by the Parish Office. 
 Volunteers should arrive by 7:30 AM to setup the supplies and brew the coffee. 
 A coffee cart will be located near the kitchenette in the Faith Formation Center.  All 

supplies are provided. 
 Large coffee urns used to brew the coffee are located in the lower cabinet next to the 

refrigerator. 
 Coffee should be brewed in the Forcucci Faith Formation Center and transferred to 

insulated thermoses.  They can then be transferred to the Magowan Center using the 
coffee cart. 

 Individual creamers are provided on the cart.  There is no need to purchase milk or half-
n-half. 

 Juice is provided and is located in the refrigerator.   
 Clean-up typically takes 30 minutes.  All supplies should be put back on the cart and 

returned to the kitchenette.  
 Tables, tablecloths and trash cans can be left in the Magowan Center.  Tablecloths 

should be wiped down using the cleaning supplies provided on the cart. 
 Coffee cart and supplies can be left near the kitchenette. 
 Coffee urns should be returned to the lower cabinet in the kitchenette. If any supplies 

are running low, please use the replenishment form provided in the binder found on the 
cart.  The form can be left in the front of the binder.    
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Frequently Asked Questions 
 

1. What time should I arrive to get the coffee ready? 
Volunteers should arrive at 7:30 AM.  This provides them ample time to brew the coffee 
and setup the supplies on the tables in the Magowan Center.  The coffee typically takes 
30-40 minutes to brew and it will need to be transferred to the insulated thermoses.  
 

2. Do I need keys to unlock closets? 
No keys are needed to host the coffee on Sunday mornings.  The tables will be set-up 
ahead of time and the coffee supplies will be left out near the kitchen in the Forcucci 
Faith Formation Center. 
 

3. Can I attend Mass if I oversee coffee on Sunday morning? 
Yes!  If two volunteers are available, then one can attend Mass and the other one can 
monitor the coffee tables.   
 

4. I have never made coffee in a large coffee urn.  How do I do it? 
The process is very simple.   Open the lid of the coffee urn and lift out the filter basket 
and the center pole.  You may have to twist the pole slightly to unlock it from the base.  
The urn will have markings on the inside to indicate the water level for different 
amounts of coffee.  Fill the coffee urn with water to the desired level.  Replace the 
center pole in the coffee urn, twisting it to fit it in place.  Measure ground coffee into 
the filter basket (see measurements below).  Replace the lid to the coffee pot and plug it 
in.  The coffee will take 30-40 minutes to brew. 

 For each 10 cups of water ~ 1 cup ground coffee 
 

5. How much coffee does the insulated thermos hold? 
10 cups (~ 8 oz. each) 
 

6. How much coffee do I need to make? 
Below are the guidelines that can be followed on a typical Sunday: 

 Decaf Coffee:  20 cups for both masses is enough; brew the coffee 
downstairs and transfer to the insulated thermos, as needed.   

 Regular Coffee:   Brew a 40-cup pot and fill one insulated thermos for the 
8 AM Mass;  Re-fill this thermos and a second thermos for the 9:30 AM 
Mass.  There is no need to brew a second pot of coffee.   
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7. How much tea water is used? 
Very few people drink tea.  The electric tea pot that is located on the coffee cart is 
sufficient to provide tea water for both masses.  The pot can be plugged into the outlet 
in the Magowan Center and can sit on the table throughout the morning.   
 

8. Do we need to serve donuts or pastries? 
It is always a nice touch for ministries and/or volunteers to provide pastries or home 
baked goods but it is not required.  If volunteers choose to serve food, St. Mary’s will 
reimburse up to $60 for any food that is purchased and served.  Dunkin Donuts is a 
great option and easy to pick up on Sunday mornings (can order a day in advance).  A 
typical Sunday will go through 4 boxes of donut holes (~$10.50/box).  If any donut holes 
are leftover they can be frozen for the following weekend.  Zip loc bags have been 
provided on the cart.  Please label the bag before putting it in the freezer. 
 
Note:  Volunteers have noted that prior to the 9:30 AM mass, children are eating the 
pastries/donuts before entering church.  It is recommended that the pastries/donuts 
be put away or covered up prior to the 9:30 mass. 
 
There is an expense reimbursement form in the Coffee binder if a volunteer wishes to 
be reimbursed.  The form can be filled out and left in the locked mailbox outside the 
Magowan Center.  Please enclose any receipts.  A reimbursement check will be sent the 
following week. 
 

9. Is Juice provided? 
Yes.  Apple juice or lemonade is typically provided.  Juice cups are on the supply cart.  It 
is recommended that 6-10 cups of juice be pre-filled.  This eliminates having children 
trying to pour juice.  It is helpful if a volunteer stands near the juice table to help any 
children with pouring.  A typical mass will go through 1-2 containers of juice.  Any 
leftovers can be stored in the refrigerator for the following week.  Juice is provided by 
the parish.  Please check the refrigerator before Sunday morning to make sure there is 
enough on hand. 
 

10. Do I need to bring milk and half-n-half? 
Individual creamers are provided on the coffee cart.  There is no need to purchase milk 
or half-n-half.   
 

11. How are the tables set-up in the Magowan Center? 
You are welcome to set up the tables in any way that works best.  Below is a possible 
scenario. 
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 Table 1:  The table near the Hopmeadow entrance can have the pastries/donuts.  
There is room next to this table to store the cart.  

 
 Table 2:  The table near the television can have coffee/tea.  

 
 

 Table 3:  The smallest table will be near the 
Mary Alcove and can have the juice.   

 
 
 
 
 
 
 
 
 

12. What do I do with the donations that may be collected at the coffee table? 
The coffee donations should be put into an envelope and given to Father. 
 

13. Where can I find extra supplies if we run out of something? 
The coffee cart will be fully supplied each week so hopefully no supplies run out.  
Limited coffee supplies are located in the blue cabinets of the Forcucci Faith Formation 
Center, if needed.  If supplies have run out, please make a note in the coffee binder so 
the cart can be replenished each week. 
 

14. What kind of clean-up should I anticipate and how long does it take? 
Clean-up generally takes 30 minutes.  Here are some guidelines: 

 Wipe down the vinyl tablecloths using the cleaning supplies on the cart.   
 Empty the 2 trashcans and put the trash in the dumpster located in the back 

parking lot. 
 The tables, tablecloths and trash cans can remain in the Magowan center. 
 All supplies should be returned to the cart and taken down to the lower level.   
 Coffee urns should be cleaned out and dried; please leave lids off before storing 

them back in the cabinet so they dry. 
 Insulated thermoses should be rinsed out and left on the cart.  Please leave the 

lids open so they dry out. 
 Leftover juice should be put back in the refrigerator. 
 If there is leftover food, it can be frozen for future weekends.  Please mark the 

storage bag with “Sunday Coffee”. 
 Kitchen counter and sink should be wiped down. 
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15. Where can I find a mop or broom? 
These supplies are locked in the janitor’s closet.  If you really need these items please let 
Father know and he can unlock the closet for you. 
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Tables/Tablecloths:  Upper Landing Storage (Magowan Center) 
Tables and tablecloths are located in the upper landing storage closet.  They will be set-up by 
Saturday evening.  Once cleanup is completed, the tables, tablecloths and trashcans can be left 
in the vestibule.  

 2 6-foot tables 
 1 5-foot table 
 Tablecloths (3) 
 Trashcans (2) 

 

Coffee Supplies:  North Storage Closet (Forcucci Faith Formation 
Center) 
The coffee cart is located in the North Storage closet located adjacent to the kitchenette in the 
lower level Forcucci Faith Formation Center.  The cart will be rolled out on Sunday morning 
prior to 7:30 AM.  Once cleanup is completed, the cart can be left outside the storage closet.  
 
The cart can be used to transfer the supplies and hot coffee up to the Magowan Center using 
the elevator. 
 

Supplies on Coffee Cart: 
 Coffee Cups (8 oz) / Juice Cups (7 oz) 
 Napkins 
 Stirrers 
 Sugar/Sweet-n-Low/Splenda 
 Tea Bags 
 Paper Towels / Spray Cleaner / Lysol Wipes / Cleaning Brush 
 Extra trash bags for trash cans 
 Insulated Thermos (3) – transfer hot coffee to these 
 Electric Tea Pot 
 Individual creamers 
 Zip Loc Storage bags for leftover donut holes (or other food items) 
 Gloves – to use when handling food 
 
Cabinets Above Sink: 
 Coffee – decaf and regular 
 Measuring cup 
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Coffee Urns/Tea Pot:  Kitchenette (Forcucci Faith Formation Center) 
There are several coffee urns in the lower cabinet next to the refrigerator.  The coffee urns can 
be filled and plugged in before Mass so they are ready once Mass ends.  A full coffee urn 
typically takes 30-40 minutes to brew.  Once the coffee is brewed, it can be transferred to the 
insulated thermoses and taken up to the Magowan Center using the coffee cart. 
 

Note:  In the Forcucci Faith Formation Center, the coffee urns cannot 
be plugged into the same outlet otherwise the breaker will be tripped.  
If two urns are used, one should be plugged in the outlet on the large 
counter and the other urn can be plugged into the counter near the 

refrigerator. 
 
The electric tea pot can be plugged into the outlet near the table in the Magowan Center. 
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Kitchen Guidelines 
 

 Please clean-up after you are finished with this area. 
 If hot coffee is poured down the drain, please make sure to first 

turn on the cold water faucet.  The high heat of the coffee can 
cause the pipe joints to loosen over time.  Mixing the cold water 
with the hot coffee will help avoid that issue. 

 If coffee urns are used, please leave lids off so they can dry out 
completely before the next use. 

 In the upper cabinet are basic cleaning supplies.  Please use these 
to wipe down the counter and sink after each use. 

 Any items stored in the refrigerator should be clearly marked.  
Items left in the refrigerator for long periods of time will be 
thrown out. 

 Two coffee urns should not be plugged into the same outlet as the 
breaker will be tripped.  If two urns are used, one should be 
placed on the far counter and one on the kitchen counter. 

 
 

 


