
Sacristan Check List 
 

 Key must be checked out at Church Office.  The key opens the door closest to the 

Sacristy. 
 

 Check Altar cloth for cleanliness.  Change if necessary. Altar linens maybe need ironing 

before placing on the altars.  Check calendar to see what color should be used. Used altar 

linens need to be taken to the cleaners. Give receipt to treasurer for remimbursement. 
 

 Before taking purificators and towels, check for stains and apply provided stain remover 

before taking home to wash.  Cloths and towels may be dried, but do not dry purificators 

or finger towels.  Iron them while they are still damp.  This will make them looked like 

they have been starched.  Do not use bleach on linens.  Starch may be used on corporals. 
 

 Once a week, clean and put fresh water in the finger bowls that are located by the 

Tabernacle and on the Credence table.  Put clean finger cloths near bowls. 
 

 Check hand sanitizer on Credence table.  Make sure it is full.  
 

 Sanctuary candle (hanging to the right of the High Altar) last 7 days. Susan Gaines and 

designated others will take care of it. 
 

 Vigil candles last about 7 days.  Change out as necessary.  Place used candles in empty 

boxes that are located in cabinet in sacristy.  When box is full, please bring it to the 

storage closet that is located in the hallway with the bathrooms. New And Used candles 

are kept there and can be transported with cart. 
 

 Check votive candles next to Mary and St. John Paul.  Remove metal clip and wax from 

burned candles and replace with new ones.  
 

 Once a week, Holy Water fonts need to be washed and refilled and wipe down marble 

stands. Empty Holy Water from bowls into the sacrarium (special sink with cross on it)  

before washing bowls. 

 

 When Holy Water container is low add more water to it and sit it on the counter with the 

lid off and Father will bless it. Clean container when needed. 
 

 Check the Altar, church and vestibule for general cleanliness.   
 

 If there are any live plants or flowers in the church, please check to see if they need water 
 

 Once a month straighten Altar Servers closet according to chart on wall, wash and iron 

any cassocks(white tops) that are in need. 
 

  Please call  Susan Gaines at 225-235-0383 if you have questions or needed help. 

Notebook on counter in Sacristy has more detailed information which may be helpful. 

 Thank You!! 


