COMMUNION PREPARATION AND CLEAN UP INSTRUCTIONS
The Sacrament of the Lord’s Supper is God’s act of sealing the promise of faith within the congregation.  The elements should be prepared carefully and reverently.  Setup is typically done on Saturday afternoon before the Sunday services.  Communion is served at all services and on specially designated days.  Those assigned to prepare and clean up communion are posted in the narthex on the Worship and Music Committee bulletin board outside the Library.
PREPARATION--SANCTUARY:
1. Place a clean tablecloth on the communion table, if nothing else is on the table.  The cloth should be pressed.  The iron and spray starch are in the kitchen cabinet with the communion supplies. Tablecloths are stored on hangers in the storage closet in the Library.  The Ironing board is also stored in the Library closet.  Please return the iron and ironing board to the proper places.  
PREPARATION--KITCHEN:
1. Fill the communion trays with plastic communion cups.  Boxes of communion cups are stored either in the communion supplies cabinet or in the cabinet above the microwave.  Prepare four (4) trays.  Each tray holds 40 cups.  Keep this value in mind in estimating the number of trays to prepare for special services or for anticipated higher attendance.  For special services, check with the Pastor or the Moderator of the Worship and Music Committee to confirm the number of trays needed.
2. In each tray, the outside ring of cups should be filled with grape juice (18 cups).  The next inside ring of cups should be half wine and half grape juice.  The remaining inside rings of cups should be filled with wine.  Use the filler utensils stored with the communion supplies to fill the cups.  Fill cups approximately 2/3 full.  Don’t overfill to prevent spillage when the trays are carried. 
3. We have both silver and pottery sets of chalices, flagons, and patens.  The silver set will be used most of the time.  However, we will use the pottery set for certain liturgical seasons and possibly for other special services.  The Communion Schedule posted on the Worship and Music Committee bulletin board outside the Library will identify which set of communion-ware is to be used for each service.  
4. The flagon must contain enough wine for two chalices.  Fill the flagon with approximately four cups (32 oz) of wine.  The red plastic drinking cups stored in the pantry can be used for measuring.  The proper amount of wine is approximately 2 of the red cups.  However, when the silver flagon is used, DO NOT ADD WINE AT THE TIME OF SATURDAY SETUP.  Wine sitting in the silver flagon overnight causes flaking of the metal plating.  It is suggested that the wine be poured into a separate container and covered with plastic wrap.  On Sunday morning, someone else will decant the wine into the flagon prior to the service.  It is OK to add the wine to the pottery flagon on Saturday.  Since the pottery flagon has no lid, it should be covered with plastic wrap.  
5. Bread is prepared by a bakery and is delivered to the church by volunteers.  Place the bread on the paten.  Bread should remain in its wrapping until immediately prior to the service to preserve freshness.  Cover the bread with four folded white napkins. 
6. The trays, flagon, two chalices and the bread with four napkins should be placed on the            kitchen counter near the kitchen door.  (Note:  the Eucharistic Ministers will remove the tray lid and leave it in the kitchen before bringing the trays to the communion.
7. Rinse and dry the plastic filler utensils used to fill the cups.  Stuff them with paper towels to absorb moisture.  Return them to the supply cabinet.
8. Opened wine and grape juice containers are stored in the refrigerator.  Unopened wine and grape juice are stored on a bottom shelf in the kitchen pantry closet
9. Homebound Communion preparsation:  In the basket drap a napkin, put grape juice in a small pitcher with a top, 5 napkins and 5 communion cups in a plastic bag sealed and one clean plastic bag for bread.  Also place 4 Liturgies in basket (they are found on the counter top, make copies if necessary) and 4 Worship Aids from the Sancuary on a  chair.  

CLEANING UP--SANCTUARY:
1. After the service, return the communion trays, flagon, paten, bread, napkins, and chalices to the kitchen.
2. If a tablecloth is used on the communion table leave it there.  The Worship and Music  Committee will remove it if necessary.  If the tablecloth or napkins are soiled, they must be washed and ironed for the next service.
CLEANING UP--KITCHEN:
1. Consume the remaining grape juice, wine, and bread.  Ask for assistance from others if necessary.  Discard all plastic communion cups.
2. Children wanting unconsumed grape juice and bread should not be permitted to access the elements while you are cleaning up.  This avoids disrespectful handling of the elements.  They should wait at the counter for any unused grape juice or bread, always realizing the significance of what they are consuming.    
3. Wash and dry the trays, paten, chalices, and flagon.  Washing should be with warm water and soap.  The flagon should be stuffed with paper towels to absorb excess moisture and returned to the communion supplies cabinet.  Trays also are returned to the supplies cabinet.  The pottery chalices and paten are retuned to the communion supplies cabinet.
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