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REMEMBER 

 

ALWAYS KEEP YOUR HANDS FOLDED - Anytime during the Mass when you are not holding 
something, HANDS are to be folded and placed above your stomach. 

 

BOW  

Always bow when crossing in front of the altar or tabernacle.  Before and after Mass, bow or genuflect 
toward the tabernacle.  During Mass, bow or genuflect toward the Altar. 

 

DRESS 

Please wear nice Sunday attire with dress shoes. The following is not accepted: flashy clothing, 
shorts, frayed pants, flip flops, “wild” hair colors or haircuts, excessive jewelry and heavy make-up.  

 

BE REVERENT 

You can either help with the Mass experience of others or you can distract people from the Mass with 
your body postures and actions.  Everyone can see you and they look to you as an example of what to 
do.  So let’s be an example of one who actively participates by responding with words we are entrusted to 
say and sing praise wholeheartedly to God. Let us also prepare the tasks and responsibilities of this great 
ministry with upmost reverence to God and His people.   
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Cross 

Preparation Before Mass 

1. ARRIVE at least 15 minutes before Mass begins. 
2. Go to Ministry Room and Sign In.  
3. Find an alb that fits correctly with cincture and altar-server’s cross. 

a. Make sure the alb length is just above your shoes. 
b. Be sure the alb, cincture, and cross are neat. 

4. 10 Minutes before Mass begins, one server, lights the TWO ALTAR CANDLES . 
5. 5 minutes before Mass, all servers go immediately to the Sacristy for prayer and final instructions. 

 
Procession 

1. Line up at the back of the church 
2. When the Choir begins to sing, the Procession begins slowly. 

a.  Upon reaching the bottom step of the sanctuary, all line up as follows: 
Cross    Fourth Server     Deacon/Lector    Priest Candle          Candle/Book 
 

3. At the Priest’s signal, reverence the Altar by bowing the head. 
4. Servers proceed to their places: 

a. Cross places the processional Cross in its holder and sits by the bells 
 

Liturgy of the Word 

1. During the Liturgy of the Word, actively participate in the Mass.  Be reverent and keep hands 
folded. 

Offertory and Precession of Gifts 

1. Immediately following the Prayers of the Faithful, the Cross and Fourth Server set the altar  
a. From the Credence Table bring the priest’s chalice, ciboria, four chalices, purificatory and 

pyxes to the altar. 
i. The chalice, ciboria, four chalices, patten, priest’s purificatory and pyxes, 

must be placed on the corporal. 
ii. Remember to bow to the altar as you exit each time. 

b. Return to your seat and remain seated until the Priest stands to receive the Gifts. 
 

2. When the Priest stands to receive the Gifts, along with the 4th Server, proceed to the bottom step 
of the sanctuary, one on his right and the other on his left. 

a. The Priest will hand one server the ciborium and the other the wine cruet. 
b. Server with the ciborium hands it to the Priest/Deacon FIRST, the Priest or Deacon will 

remove the top to the ciborium and hand it back. Give a slight head bow and 
immediately go to credence table to get the water cruet. Remove the stopper on top of 
the cruet and stands to the left of other server who has the wine. 

c. Sever with the wine cruet, removes the stopper, stands to the right of the server with 
the water cruet and hand the wine to the Priest/Deacon. 

d. After the Priest/Deacon gives back both cruets to the servers, give a slight head bow to 
the Priest/Deacon and return to the credence table and start preparation for washing of 
the Priest’s hands. 

e. When the Priest moves to the altar to offer the Chalice, move in for the washing of 
hands next to the altar.  

f. Servers give a slight head bow and go back to your seats and remain standing. 
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Cross (Continued) 

 

Eucharistic Prayer 

1. Cross is in charge of ringing the Bells.  
a. During the Prayer over the gifts (the Epiclesis), when Priest extends his hands over the 

gifts: 
i. Ring the Bells, 1 time loudly.  

b. When the Priest elevates the Host: 
i. Ring 3 distinct times loudly. 

c. When the Priest elevates the Chalice: 
i. Ring 3 distinct times loudly. 

 

Holy Communion 

1. Walk and stand next to the Eucharistic Minsters to receive communion. 
a. After receiving Communion return to the pew, kneel, and sing the communion song. 

2. When you see the Priest’s communion line with 10-15 people in it: 
a. Fourth Server gets the water cruet, removes the stop and along with the Cross. stand 

facing the Altar, to allow other Extraordinary Ministers of Holy Communion to come 
through the Sanctuary. 

b. Pour water into the Priest’s chalice over his fingers and put the water cruet on the 
credence table and come back. 

c. Cross and Fourth Server assists the Priest/Deacon by drying the vessels and placing 
all ciboria (3), chalices (4), pacificators (4) and Priest’s chalice back on the credence 
table.  

d. Servers give a slight head bow as you exit the altar. 
 

Concluding Rights 

1. When Priest starts to move toward the altar, cross server gets the cross, proceeds to the bottom 
step of the sanctuary and meet in same position as you walked in. 

2. At the Priest’s signal, reverence the Altar by bowing the head. 
3. Then proceed out in the same order you came in. 

 

After Mass 

1. When the choir has finished singing, distinguish the candles, while still wearing your alb. Use 
the Candle extinguisher, Do Not Blow Out the Flame. 
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4th Server 

Preparation Before Mass 

1. ARRIVE at least 15 minutes before Mass begins. 
2. Go to Ministry Room and Sign In.  
3. Find an alb that fits correctly with cincture and altar-server’s cross. 

a. Make sure the alb length is just above your shoes. 
b. Be sure the alb, cincture, and cross are neat. 

4. 10 Minutes before Mass begins, one server, lights the TWO ALTAR CANDLES. 
5. 5 minutes before Mass, all servers go immediately to the Sacristy for prayer and final instructions. 

 
Procession 

1. Line up at the back of the church 
2. When the Choir begins to sing, the Procession begins slowly. 

a.  Upon reaching the bottom step of the sanctuary, all line up as follows: 
Cross    Fourth Server     Deacon/Lector    Priest Candle          Candle/Book 
 

3. At the Priest’s signal, reverence the Altar by bowing the head. 
4. Servers proceed to their places: 

a. The 4th server sits to the right of the cross server. 
 

Liturgy of the Word 

1. During the Liturgy of the Word, actively participate in the Mass.  Be reverent and keep hands 
folded. 

Offertory and Precession of Gifts 

1. Immediately following the Prayers of the Faithful, the Cross and Fourth Server set the altar  
a. From the Credence Table bring the priest’s chalice, ciboria, four chalices, purificatory and 

pyxes to the altar. 
i. The chalice, ciboria, four chalices, patten, priest’s purificatory and pyxes, 

must be placed on the corporal. 
ii. Remember to bow to the altar as you exit each time. 

b. Return to your seat and remain seated until the Priest stands to receive the Gifts. 
 

2. When the Priest stands to receive the Gifts, along with the 4th Server, proceed to the bottom step 
of the sanctuary, one on his right and the other on his left. 

a. The Priest will hand one server the ciborium and the other the wine cruet. 
b. Server with the ciborium hands it to the Priest/Deacon FIRST, the Priest or Deacon will 

remove the top to the ciborium and hand it back. Give a slight head bow and 
immediately go to credence table to get the water cruet. Remove the stopper on top of 
the cruet and stands to the left of other server who has the wine. 

c. Sever with the wine cruet, removes the stopper, stands to the right of the server with 
the water cruet and hand the wine to the Priest/Deacon. 

d. After the Priest/Deacon gives back both cruets to the servers, give a slight head bow to 
the Priest/Deacon and return to the credence table and start preparation for washing of 
the Priest’s hands. 

e. When the Priest moves to the altar to offer the Chalice, move in for the washing of 
hands next to the altar.  

f. Servers give a slight head bow and go back to your seats and remain standing. 
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4th Server (Continued) 

 

Eucharistic Prayer 

1. During the Eucharistic Prayer you will adhere to Liturgical Norms. Kneel, Stand, Respond to the 
Prayers, and Sing 
 

Holy Communion 

1. Walk and stand next to the Eucharistic Minsters to receive communion. 
a. After receiving Communion return to the pew, kneel, and sing the communion song. 

2. When you see the Priest’s communion line with 10-15 people in it: 
e. Fourth Server gets the water cruet, removes the stop and along with the Cross. stand 

facing the Altar, to allow other Extraordinary Ministers of Holy Communion to come 
through the Sanctuary. 

f. Pour water into the Priest’s chalice over his fingers and put the water cruet on the 
credence table and come back. 

g. Cross and Fourth Server assists the Priest/Deacon by drying the vessels and placing 
all ciboria (3), chalices (4), pacificators (4) and Priest’s chalice back on the credence 
table.  

a. Servers give a slight head bow as you exit the altar. 
 

Concluding Rights 

1. When Priest starts to move toward the altar, proceed to the bottom step of the sanctuary and 
meet in same position as you walked in. 

2. At the Priest’s signal, reverence the Altar by bowing the head. 
3. Then proceed out in the same order you came in. 

 

After Mass 

1. When the choir has finished singing, distinguish the candles, while still wearing your alb. Use 
the Candle extinguisher, Do Not Blow Out the Flame. 

 
  



  September 2019 

Candle/Book 

Preparation Before Mass 

1. ARRIVE at least 15 minutes before Mass begins. 
2. Go to Ministry Room and Sign In.  
3. Find an alb that fits correctly with cincture and altar-server’s cross. 

a. Make sure the alb length is just above your shoes. 
b. Be sure the alb, cincture, and cross are neat. 

4. 10 Minutes before Mass begins, one server, lights the TWO ALTAR CANDLES. 
5. 5 minutes before Mass, all servers go immediately to the Sacristy for prayer and final instructions. 

 
Procession 

1. Line up at the back of the church 
2. When the Choir begins to sing, the Procession begins slowly. 

a.  Upon reaching the bottom step of the sanctuary, all line up as follows: 
Cross    Fourth Server     Deacon/Lector    Priest Candle          Candle/Book 
 

3. At the Priest’s signal, reverence the Altar by bowing the head. 
4. Servers proceed to their places: 

a. Left and Right Candle put the candles on the Credence table on the Chapel side and sit 
on either side of Father.  The Candle/Book sits to the left of Father near the Roman 
Missal. 

 

Liturgy of the Word 

1. Book server will be ready with the Roman Missal before the conclusion of the Gloria… 
a. During the Gloria, the Priest will give a slight head bow, pick up the Roman Missal from 

the table. 
b. At the conclusion of the Gloria, the Priest will say “Let us Pray”.  Present the Roman 

Missal to the Priest. 
c. At the conclusion of the prayer, close the book and return it to the table. 

2. Gospel Procession: Two Candles 
a. After the 2nd Reading go immediately and get your candles and proceed to the back of 

the Altar leaving enough space between you for the Deacon or Priest. 
b. The Priest will walk toward the altar, raise the Gospel and as he turns and walks toward 

the ambo: 
i. The Candle leading walks in behind the ambo and stands to the Right of the 

Deacon/Priest.  
ii. The following Candle stands to the Left of the Deacon/Priest. 

c. Facing each other, the candles remain in position until the conclusion of the 
Gospel and the people respond, “Praise to you Lord, Jesus Christ.” 

d. As everyone responds: 
i.  The server to the left of the deacon or priest proceeds and the other server 

follows to the front of the Altar. 
ii. Give a Head Bow to the altar and put the Candles back on the credence table. 

e. Servers return to their seats. 
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Candle/Book (Continued) 

 

Offertory and Precession of Gifts 

1. Immediately following the Prayers of the Faithful: 
a. The Book server puts the Roman Missal and stand on the altar. 

i. When server returns both servers get the processional candles. 
1. Walk together to the foot of the Sanctuary, turn and face the Altar and 

give a head bow. 
ii. Turn toward each other and proceed reverently to the back of the church. 
iii. When you reach the back of the church turn and face the altar. 
iv. Wait until you are told to walk down the aisle by the Usher. 
v. Walk reverently toward the bottom of the sanctuary and proceed toward the 

Credence table. 
vi. After placing the candles on the Credence table, sit in the pew to the left of the 

Credence table.  
 

Eucharistic Prayer 

1. During the Eucharistic Prayer you will adhere to Liturgical Norms. Kneel, Stand, Respond to the 
Prayers, and Sing 
 

Holy Communion 

1. Walk and stand next to the Eucharistic Minsters to receive communion. 
a. After receiving Communion return to the pew, kneel, and sing the communion song. 

2. After communion, when the Priest closes the Roman Missile and moves it to the side of the Altar, 
the book server will remove the Roman Missile and stand from the Altar.  Place the stand on the 
Credence table and the Roman Missile table next to the Priest’s chair. 

3. If the Tabernacle is open, remain kneeling. 
4. Proceed to your seat next to the Priest when the Priest returns to his seat. 

 
Concluding Rights 

1. When Priest starts to move toward the altar, go get the candle, proceed to the bottom step of the 
sanctuary and meet in same position as you walked in. 

2. At the Priest’s signal, reverence the Altar by bowing the head. 
3. Then proceed out in the same order you came in. 

 

After Mass 

1. When the choir has finished singing, distinguish the candles, while still wearing your alb. Use 
the Candle extinguisher, Do Not Blow Out the Flame. 
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Candle 

Preparation Before Mass 

1. ARRIVE at least 15 minutes before Mass begins. 
2. Go to Ministry Room and Sign In.  
3. Find an alb that fits correctly with cincture and altar-server’s cross. 

a. Make sure the alb length is just above your shoes. 
b. Be sure the alb, cincture, and cross are neat 

4. 10 Minutes before Mass begins, one server, lights the TWO ALTAR CANDLES  
5. 5 minutes before Mass, all servers go immediately to the Sacristy for prayer and final instructions. 

 
Procession 

1. Line up at the back of the church 
2. When the Choir begins to sing, the Procession begins slowly. 

a.  Upon reaching the bottom step of the sanctuary, all line up as follows: 
Cross    Fourth Server     Deacon/Lector    Priest Candle          Candle/Book 
 

3. At the Priest’s signal, reverence the Altar by bowing the head. 
4. Servers proceed to their places: 

a. Left and Right Candle put the candles on the right Credence table, on the Chapel side 
and sit on either side of Father.  The Candle sits to the right of Father. 

 

Liturgy of the Word 

1. Gospel Procession: Two Candles 
a. After the 2nd Reading go immediately and get your candles and proceed to the back of 

the Altar leaving enough space between you for the Deacon or Priest. 
b. The Priest will walk toward the altar, raise the Gospel and as he turns and walks toward 

the ambo: 
i. The Candle leading walks in behind the ambo and stands to the Right of the 

Deacon/Priest.  
ii. The following Candle stands to the Left of the Deacon/Priest. 

c. Facing each other, the candles remain in position until the conclusion of the 
Gospel and the people respond, “Praise to you Lord, Jesus Christ.” 

d. As everyone responds: 
i.  The server to the left of the deacon or priest proceeds and the other server 

follows to the front of the Altar. 
ii. Give a Head Bow to the altar and put the Candles back on the credence table. 

2. Servers return to their seats. 
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Candle (Continued) 

Offertory and Precession of Gifts 

1. Immediately following the Prayers of the Faithful: 
a. The Book server puts the Roman Missal and stand on the altar. 

i. When server returns both servers get the processional candles. 
1. Walk together to the foot of the Sanctuary, turn and face the Altar and 

give a head bow. 
ii. Turn toward each other and proceed reverently to the back of the church. 
iii. When you reach the back of the church turn and face the altar. 
iv. Wait until you are told to walk down the aisle by the Usher. 
v. Walk reverently toward the bottom of the sanctuary and proceed toward the 

Credence table. 
vi. After placing the candles on the Credence table, sit in the pew to the left of the 

Credence table.  
 

Eucharistic Prayer 

1. During the Eucharistic Prayer you will adhere to Liturgical Norms. Kneel, Stand, Respond to the 
Prayers, and Sing 
 

Holy Communion 

1. Walk and stand next to the Eucharistic Minsters to receive communion. 
a. After receiving Communion return to the pew, kneel, and sing the communion song. 

2. If the Tabernacle is open, remain kneeling. 
3. Proceed to your seat next to the Priest when the Priest returns to his seat. 

 
Concluding Rights 

1. When Priest starts to move toward the altar, go get the candle, proceed to the bottom step of the 
sanctuary and meet in same position as you walked in. 

2. At the Priest’s signal, reverence the Altar by bowing the head. 
3. Then proceed out in the same order you came in. 

 

After Mass 

1. When the choir has finished singing, distinguish the candles, while still wearing your alb. Use 
the Candle extinguisher, Do Not Blow Out the Flame. 
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