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Emcee’s Prayer Breakfast Checklist
Scheduled Date of Event: ___________________
	Action
	Purpose
	Critical Date
	Responsible Party
	    ( Done

	Contact guest speaker

The desired guest speaker should be invited to speak at the breakfast.

· Send a MOSJ Speaker’s Guide to guest speaker

· Request biographical information about the speaker for flyer
	ASAP
	Leadership member

To be determined
	

	
	
	
	

	
	
	
	

	Bulletin Announcement

· Contact Parish Secretary to put a short paragraph in the bulletin about the upcoming breakfast.
	4 weeks prior
	Rick Tremblay
	

	Contact Caterer 

w/Initial reminder of breakfast date 

CATERING (name) 401.___________ FAX 401._______________
	3 weeks prior
	Emcee
	

	MOSJ Breakfast announcement flyer

Needs to be designed & brought to Willough Strauss at the rectory for the bulletin
	3 Mondays prior
	Rick Tremblay
	

	MOSJ reminder postcards printed

Postcards need to be printed with information
	2 weeks prior
	Rick Tremblay
	

	Music

(To be determined)
	2 weeks prior
	Emcee
	

	Contact Witness

Give the witness a call and make arrangements for workshop
	2 weeks prior
	Emcee or designated leadership member
	

	Reminder postcards mailed
	2 Saturdays prior
	Rick Tremblay
	

	Request Stipend Check for Guest Speaker

A check request form needs to be completed and submitted to the rectory no later than the Monday before the date of the breakfast.
	2 weeks prior
	Emcee
	

	Parish Center Key

Contact Willough (the Rectory) to make arrangements for a key to be left to gain access to the Parish Center the morning of the breakfast
	1 week prior
	Emcee or designated leadership member

(Kevin Dunne has key)
	

	Contact Guest Speaker

Give the witness and guest speaker a courtesy reminder call
	1 week prior
	Emcee or Leadership member
	

	Contact Father Bert

Remind Father Bert of the Prayer Breakfast Mass
	1 week prior
	Emcee 
	

	Contact Willough Strauss

Remind Willough that the Parish Center needs to be set-up for the breakfast by the Maintenance Man
	Monday prior
	Emcee
	

	Contact Caterer

Get the final head count from Willough and contact the caterer with the final number
	Tuesday prior
	Kevin Dunne
	

	Determine Lector & Eucharistic Ministers

Make arrangements for a Lector and two Eucharistic Ministers to be present
	1 week prior
	Emcee
	


    TTasks to be done prior to the Event
	Action
	Purpose
	Critical Time
	Responsible Party
	    ( Done

	Arrive at the Church 

· Open doors to Church and Parish Center

· Check to be sure Parish Center was set up correctly

· Set up registration table in Church vestibule

· Mass prep – wine, water, hosts, candles lit

· Watch for Witness and Guest Speaker to arrive
	No later than 6:15 AM


	Emcee
	

	Gather Leadership Group for prayer inside the Church

Emcee should lead the group in prayer
	6:45 AM
	Emcee
	

	Check with Father Bert, Lector & Eucharistic Ministers

· Check to see if Father Bert has any questions or needs. 

· Remind Fr. Bert to “Say Grace” before the final song

· Ensure that the lector is aware of the proper daily readings

· Double check to see there are two certified Eucharistic Ministers
	6:55 AM
	Emcee
	

	AFTER MASS

Ask Eucharistic Ministers to clean up the altar after Mass
	7:45 AM
	Emcee
	

	AT THE BREAKFAST

· Be aware of lines at the buffet line, do whatever to keep line moving

· Ensure that the guest speaker has a good seat and breakfast
· KEEP AN EYE ON THE TIME
	7:45 AM
	Emcee
	

	Make announcements

· Check with John Dowd about any RIMOSJ announcements 
· Remind attendees about: 
· The “collection” basket
· Faith sharing groups

· Leadership Group
· New members’ sign-up sheets
	8:00 AM  *(flexible)
	Emcee
	

	Introduce Witness Speaker

Be the timekeeper for the speaker – adjust as needed
	8:30AM   *(flexible)
	Emcee
	

	Introduce Guest Speaker

· Be the timekeeper for the speaker – adjust as needed
· Remind speaker about questions for sharing time
	8:40AM   *(flexible)
	Emcee
	

	Faith Sharing Time

· Be sure sharing ends precisely at 9:20 AM

· End with Prayer of St. Joseph

· Thank you to witness and speakers… good bye
	9:00 AM  *(flexible)
	Emcee
	

	Clean up time

· All food given away or packed away – (Doggie Bag for Father Marek)

· Garbage emptied

· Tables cleaned and put away

· Put away all chairs

· Floors swept
	9:30 AM
	Everyone
	


Tasks to be accomplished the morning of the Prayer Breakfast
�








