
 WELCOME TABLE, GREETER AND USHERS AT MMACC 

PREPARATION AND SET UP  -   Please arrive early at approximately 4:15 pm. 

We use 3 tables from the Garden room.  One card table is used by the Ushers at the Worship table and placed along 

the wall by the glass entrance to the church.  The Welcome Table has its own card table and chair that are placed 

at the entrance to the patio.  A slightly larger dark brown table used by the Greeter at the Information table is set 

up along the wall behind the Welcome table.  Inside boxes for each table should be a blue table cloth to cover each 

table.  Most of the time each table is set up by the appropriate volunteer for the day, but nice to help each other. 

VOLUNTEER DUTIES 

THE WELCOME TABLE:  There is a Membership box in the sacristy which includes temporary name tags, MMACC 

business cards, the new MMACC brochure and “new member” forms to put on the Welcome table.  Please watch for 

newcomers and answer any questions.  Ask if they will be comfortable using a temporary name tag.  If a new 

member form is filled out, give to Pat Jones or Bev Bennett to be processed.  If neither attend Liturgy that week, 

please take home the form and either email or call Pat or Bev so we can get the new badge made. 
 

GREETER:   There is a large flat plastic box we get from the sacristy cupboard which has the handouts, pens, etc. to 

put on this table.  We also bring out a Suggestion box to put on this table and put a pen and clipboard from the 

Information box in front of the box to allow people to offer suggestions (which can be signed or not).  When there 

are suggestions placed in the box, the Greeter is to give them to a member of  the Community Council.  The Greeter 

invites four people to be in the Offertory procession and gives each volunteer a yellow instruction sheet, if needed, 

as a reminder.  The Greeter will go to the sacristy at the start of the Offertory song and help organize the Offertory 

procession.  Two volunteers each have a bread plate, and the other two, hold a decanter and communion cup 

covered by a napkin.  Preferred order for entering is red wine decanter, two bread  plates and then the white grape 

juice decanter.  They stand at the church entrance doorway until the ushers arrive with the collection bags.  They 

then go single file immediately to the altar and place the plates, decanters and cups with the napkins on top on the 

altar. When done, they leave together out the sacristy door.   
 

USHERS:  A smaller plastic box in the sacristy cupboard has the “Request for Prayer” book, pen and Worship Aids 

which go on this table.  There are also red collection bags for the ushers to use. A chair can be set up next to table.   

There are current song sheets and bulletins in the office.  When a white insert of song sheets is given, they are 

inserted in the colored Worship Aids.  A few worship aids are a different color paper and marked for various 

Voices, and occasionally some are in a language other than English.  There is a list of some known members who 

speak various languages in the lid of the Worship box.  Please distribute all the Worship Aids as people arrive and 

select some members to read the special Voices at the liturgy.   When distributing them, try to include different 

people who don’t normally read the Voices, and try to include older children, women and men.  One usher should 

be close to the door and be aware of late arrivals and any others who need worship aid and assistance.  At the start 

of the Offertory song, one usher will pass the red collection bag on the choir side and the left middle section of the 

church; the other usher will take the collection on the opposite (Narthex) side and the left side of the middle 

section of church.  When completed, the ushers will meet behind the offertory procession outside and take their 

bags following the gift bearers to the altar.  Place the two collection bags on the floor behind the altar at the foot of 

the cross and follow the offertory   procession people out the sacristy door. 

CLEAN UP AFTER THE LITURGY  - All Volunteers should help get all items  back to the sacristy and storage room. 

At the end of the Liturgy, Ushers gather the worship aids and separate out the white song sheets.  Put the worship 

aids, prayer request book, etc .back into the storage box.  Take or give song sheets and leftover bulletins to Joe 

Stewart or other volunteer for recycling.  Greeter will return the plastic container from the information table.  The 

Welcome table and chair are returned and box returned to cupboard. All tables go to the storage room in the 

Garden Room, and should have the smooth sides together to avoid dents.    ASK FOR ASSISTANCE IF NEEDED. 


