
KEY POINTS FOR RECEIVING REMAINS.
1. Collect key from O’Brien’s (you need the Sacristy key and the front door key for lock up).
2. Open both sides of the main front door.
3. Turn on lights/microphone switch/heat if needed.
4. Open the full inside door (glass door) when the hearse arrives.
5. Prepare a table (folding table is inside the sacristy behind the door).
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6. Put on a red cover tablecloth and over that put a white cloth, all in the second drawer from the top.
7. Take the cross and bible from the bottom drawer and put on the table and put the Pall, hanging on the rail on top.
8. Light the Paschal candle, position to the right of where the coffin will be.
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9. Take a cordless microphone from the safe and get the Holy Water container.
10. Get the card with the reception prayers/rosary beads/rosary leaflet from the bottom drawer.
11. The banner on the ambo should be appropriate; this should be hanging also on the rail.
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12. After the ceremony, offer your condolences to the family if you have not already done so.
13. Wait until the family feel ready to leave.
14. [bookmark: _GoBack]Leave the table with the while cloth in place, as it will be needed again the next day at the end of the funeral Mass to return the cross, Bible and Pall.
15. Return items, and turn off light etc as appropriate.
16. Close the sacristy/ close all the doors and lock up and return the key.
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