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DRAFT May 12, 2022 - SACRISTANS & MASS COORDINATORS 
Feel free to write in anything I missed, thanks!  Nancy 

 
Preparation 
At home: 

1. Check the Worship Hub Page, especially presider book to learn what 
rituals or blessings may be held during the mass  

2. Look over the readings for the day, just in case you are called to read 
them in the event of absent lector 
 
 

In sacristy on counter near sink: 
1. All wine and boxes of hosts are underneath the counter 
2. Set up the ciboria with hosts  
3. Priest’s Chalice with paten containing larger host, cover with 

purificator 
4. Large Purificator for the altar 
5. Corporal for the altar 
6. Acrylic Gospel book holder 
7. Glass Cruets filled with water and wine 
8. Dark Red bowl with a little water and a white towel-for lavabo  

 
 
 
On counter in Sacristy below chalice/tabernacle key storage area:  

1. Liturgical Binders – proper color; Priest, Deacon & Lector Binder   
2. Lectionary   open lectionary is eventually placed on ambo 
3. Gospel Book  Deacon will take care of GB or placed in plastic holder 

on altar 
4. Copy of weekend liturgical minister schedule 
5. Copies of new Intentions Page for the coming week 
6. Copies of Daily Presider Books for coming week 
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Additional Set up and preparation  - When there is a Baptism 
Baptism family(families) set up in front pews: 

1. Personalized reserved signs (Kathy Best places these in sacristy along 
with paperwork) 

2. Baptismal certificates-signed by minister of baptism before Mass 
3. If immersion - Large towel(s) draped over the pew in front of parents-

check data sheet in sacristy or minister of baptism for this info and 
parents names/child’s name 

4. Remind parents, if immersion, to put their child into the towel before 
the end of the homily 

5. Gift table coordinator reminds family members to bring up the gifts, 
answers any of their questions  

 
 
 
 
Small Table near font, off to the left:  
Please do not place any vessels or items on the ledge of font  

1. Deacon or Priest will prepare his own small presider book used for 
baptism  

2. Small white towel, one for each child 
3. Baptism candle, one for each child 
4. 2 vessels with oil – a few drops in the vessel with each: Oil of 

Catechumens & Sacred Chrism -oil can be taken from the ambry or the 
bottles in sacristy 

5. Lighted Paschal Candle and stand set up near font – If Easter Season, 
taken back to ambo, unless another baptism in the following mass 
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Set up-regular, continued 
Announcement Screens in church:  

1. Double check to see that all three projectors have been turned on, if 
not, tell Nancy, Susan, the current camera operator or Duncan 

Gift Table in the back of church:  
1. Ciboria -unconsecrated hosts each covered with purificator 
2. Gold low gluten pyx is placed near the red container of low gluten 

hosts  
3. Cruet with wine 
4. If more ‘items’ are needed, use water cruet, purificator, ciborium with 

large host 
*When reinstated: Atria and Heathwood ciboria in the Back (before Sunday 
9am Mass, only) 
 
Round table near presider chair: 

1. Presider Binder 
 
Small brown table near presider chair: 

1. Straighten items on table in-between chairs  
2. Small Copy of Roman Missal  

 
Table near altar in sanctuary:  

1. Chalice with paten and large host/covered with purificator 
2. Water cruet  
3. Large Red Bowl with Water 
4. Small white terry cloth towel 
5. Mask for communion ministers 

 
On altar:  

1. Mass Intention sheet – current 
2. 1 clean white corporal 
3. Gospel book acrylic stand 
4. 1 clean purificator 
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5. Large Missal – ribbon set for appropriate Sunday or Holy Day 
More Set up During Easter Season: 
Near baptismal font:  

1. Small painted square table or long table from near altar server chairs 
2. 2 clear plastic bowls - empty 
3. 2 brushes for sprinkling rite 
4. Presider extra binder for opening rites 

 
General Tasks:  

1. Check that the key is in the tabernacle and check number of hosts left 
there   

2. Discuss any changes from ‘regular’ with Deacon and/or Presider 
3. Acquire a cross bearer & gift bearers (baptism family when 

appropriate) 
4. Check in all ministers – masks for Ministers of Holy Communion 
5. Be sure that lector(s) are prepared for mass welcome 
6. Lector should have the ‘reader’s binder’ for prayer of the faithful if no 

deacon  
7. Inform the Ushers of any information, i.e. bring up gifts, handing out 

items 
8. Light altar candles (+ Paschal Candle during Easter Season and 

Baptisms) 
9. Decide host counts & # of ciborium – you can use consecrated hosts in 

tabernacle to add to total count 
 
 
Procession with bread and wine 

1. Be sure someone is in back assisting the gift bearers 
2. Coordinator may assist priest or deacon taking bread and wine to the 

altar 
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At the time of preparation of the altar - done by the deacon or priest 

1. Remove acrylic stand for Gospel Book and place on round table  
2. Open large roman missal open to the proper day  

 
place on corporal: 

1. Gold low gluten pyx  
2. Priest’s chalice & water cruet  
3. Ciboria – covered with purificator 

Return to table near altar: 
1. Water cruet – will be used after communion 

 
 
Communion Rite 

1. Right after the Our Father during the Sign of Peace, the deacon or 
priest may bring hosts to altar from the tabernacle.  If no deacon, the 
Mass Coordinator is permitted to retrieve consecrated hosts from 
tabernacle 

2. You will have placed the exact amount of vessels of consecrated hosts 
that will be needed inside of the tabernacle before that mass  

3. If you are a minister of holy communion, stay at altar – wearing a 
mask 

4. Be aware of the communion procession and assist ministers in getting 
to spots.   

5. After communion, the priest or deacon will purify the Priest’s chalice 
and place empty ciboria on table near altar.    

6. When reinstated, at the 9:30 am Mass, leave the Atria and Heathwood 
ciborium covered with its lid in the middle of the altar corporal.  
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After Mass   

1. Double check that the offertory has been put into the tamper-proof 
bag, then signed and into the safe 

2. Ciboria - First rinse water goes in the sacrarium.  Wash with soap and 
hot water before putting away 

3. Wash the Chalice, do not immerse. 
4. Place all soiled purificators and towels in white bag in the safe closet. 
5. If a mass follows immediately, set up for the next Mass 

 
Following the final Mass of the day, ex: following 4:30pm mass 

1. All ciboria and chalice are washed and put away  
2. Straighten  all items getting them ready for the morning weekend 

mass, ex: 8am Mass, clear any debris from table tops and throw away.  
3. Sacristy and church should be clean and neat and lights turned off  
4. Be sure that the ushers’ and brides’ room lights are off and the 

Baptismal font lights – switch on the wall. 
5. Campus is locked 

 
 
After the final Mass of the weekend: 

6. Clean the sacristy.   
7. All ciboria and chalice are washed and put away inside of their cloth 

bags.   
8. Put away:  all items on credence table, Lectionary, Gospel Book, 

Plexiglass Book stand, Presider Altar Server and Lector Binders, Hosts 
and wine, clear any debris from table tops and throw away.  

9. Binders are emptied and next day ‘daily’ paperwork placed into 
binders 

10. Place the blue daily Lectionary on the ambo. 
10.Sacristy and church should be clean and neat and lights turned  
11.Campus is locked 

 
Thank you! 
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