   Request Form: Liturgical Items


           (rev. 4/17)
The Office of Worship does not possess a full array of standard sacristy items. The office does possess many items used for conference liturgies. The following are standard items for the celebration of Mass. Please complete this form and submit it to the Office of Worship. For liturgies with small groups the request should be received no later than one week prior to the date the items will be needed. Larger liturgies may require more time.  If an office or group needs the assistance from the office of worship in preparing for an upcoming liturgy please contact the office three to six months in advance to allow time for necessary meetings.
Date Received _______________________________________________________________________
Dept.\Organization Requesting:      

Person Responsible:      

Phone Number:  (     )             
  E-mail:      


Description of Event:      

Number of Expected Participants:        Date of Event:                 
Location:      

Pick-Up Date:                Time:              
Expected Return Date:                         Time:                    
	Vestments: White vestments may be Rqstd by contacting Yolanda DeLaRosa at ydelarosa@archgh.org.


 Liturgical Ritual Books

    Rqstd











       Pulled      Taken     Rtnd
	 FORMCHECKBOX 

	Roman Missal   
 FORMCHECKBOX 
 Small  
 FORMCHECKBOX 
 Large
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Lectionary: Vol. 1 – Sundays
 FORMCHECKBOX 
 Small
 FORMCHECKBOX 
 Large
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Lectionary: Vol. 2 – Year I Weekdays
 FORMCHECKBOX 
 Small
 FORMCHECKBOX 
 Large
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Lectionary: Vol. 3 – Year II Weekdays
 FORMCHECKBOX 
 Small
 FORMCHECKBOX 
 Large
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Lectionary: Vol. 4 – Rituals, Votives, Commons
 FORMCHECKBOX 
 Small
 FORMCHECKBOX 
 Large
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Book of Gospels
 FORMCHECKBOX 
 Small
 FORMCHECKBOX 
 Large
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	
	

	
	SPANISH LANGUAGE
	
	
	

	 FORMCHECKBOX 

	Misal Romano
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Leccionario I  (Advent – Pentecost, Sundays, Weekdays, Solemnities of the Lord)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Leccionario II (After Pentecost, Sundays, Weekdays, Solemnities of the Lord)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Leccionario III (Propers of the Saints and Other Masses, Saints, Rituals, Votives, etc.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	
	


 Liturgical Vessels (mainly pewter)
    Rqstd











       Pulled      Taken    Rtnd
	 FORMCHECKBOX 

	Main Paten\Ciborium (Hammered Pewter)
 FORMCHECKBOX 
 Small 8”
 FORMCHECKBOX 
 Medium 10”
 FORMCHECKBOX 
 Large 12”
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	25 oz Pewter Presider’s Chalice 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	25 oz Silver Oxidized w/ Gold lining Presider’s Chalice (requires permission for use)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Pewter Ciborium with lid (500 capacity) – Number:       
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Silver Oxidized Ciborium Gold lined with lid  (250 capacity) – Number:       
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	
	

	
	Communion Chalices  (norm is 2 chalices and 1 ciborium per station for each 100-175 people)
	
	
	

	 FORMCHECKBOX 

	11 oz Pewter Chalices - Number:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	18 oz Pewter Chalices - Number:_       (use occasionally)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	11 oz Silver Oxidize Gold Lined - Number:       (permission required)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	
	
	

	
	Ciboria
	
	
	

	 FORMCHECKBOX 

	Pewter Communion Ciboria – small - Number:        (100–150 per bowl)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Pewter Communion Ciboria – med. - Number:       (400 per bowl approx.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Silver Oxidized Gold Lined - standard. - Number:       (200 per bowl approx.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



  Miscellaneous Items

    Rqstd






   

 


       Pulled     Taken     Rtnd
	 FORMCHECKBOX 

	Round Metal Trays:  Number:       (holds 8 chalices/tray)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Wooden Rectangular Trays: Number:       (holds 16 small or 8 med chalices/tray)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Cruet:         FORMCHECKBOX 
 One      FORMCHECKBOX 
 Two
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Lavabo Set – pitcher and bowl (check off towel below)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Glass Wine decanter  
 FORMCHECKBOX 
 Small (16 oz) 
 FORMCHECKBOX 
 Medium 
 FORMCHECKBOX 
 Large
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Glass Water Pitcher
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Silver\Nickel finish thurible on chain w/ boat 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Brazier and Incense Boat
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Ceremonial Binder 1” ring binder qty       FORMCHECKBOX 
 Red   FORMCHECKBOX 
 White   FORMCHECKBOX 
 Green   FORMCHECKBOX 
 Violet   FORMCHECKBOX 
 Grey
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Ceremonial Binder flat portfolio   qty       FORMCHECKBOX 
 Red   FORMCHECKBOX 
 White   FORMCHECKBOX 
 Green   FORMCHECKBOX 
 Violet   FORMCHECKBOX 
 Grey
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Portable Vestment Rack
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



  Liturgical Furnishings

    Rqstd











       Pulled    Taken      Rtnd
	 FORMCHECKBOX 

	Altar  
 FORMCHECKBOX 
 1 section 3’x4’
 FORMCHECKBOX 
 2 sections 6’x4’ or 8’x3’
 FORMCHECKBOX 
 3 sections 9’x4’ or 12’x3’
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Credence Table
 FORMCHECKBOX 
 1 section 3’x4’  (only with 3x4 or 6x4 / 8x3 altar)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Ambo
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Candle Stands (2 – 40”)   Natural Oak Finish
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Candle Stands (2 – 43”)  Natural Oak Finish 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	The candle stands above include candles, followers, bobėche (wood & plexiglas) brass base, candle stand & candle stand base.

	 FORMCHECKBOX 

	Candles for above stands (2 ½” x 18” )
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Candle Stands (4 – 40” use large 3” x 48” candles) Med\Dk Oak Finish
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Candle Stands (3 – 46” use large 3” x 48” candles) Med\Dk Oak Finish
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Clear Plexiglas Stands  (2 – 12” x 24”)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Clear Plexiglas Stands  (1 – 12” x 36”)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Bible Stand
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Processional Cross
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Banners (Large)      with poles and stand
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Wicker baskets      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



 Liturgical Linens

    Rqstd











       Pulled    Taken      Rtnd
	 FORMCHECKBOX 

	Hand towels – Number:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Lint Free Towels (for drying cleaned vessels) Number:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Purificators  - Number:           (1 per chalice + 1 or 2)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	18” Corporal  - Number:       (4 available, reusable)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	24 x 36” Corporal  - Number:       (1 available, reusable)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	30” Corporal  - Number:       (3 available, reusable)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	52” Corporal  - Number:       (2 available, reusable)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Vimpae         (used on occasion with Cardinal\Bishop)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Gremial        (used for church dedication and presbyteral ordination)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Altar Cloth for 3x4   (60’ x 72’)  12” overhang
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Altar Cloth for 3x4 credence table (60’ x 72’)  12” overhang
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Altar Cloth for 4x6   (120” x 144”)  hang to floor
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Altar Cloth for 3x8 altar  (108” x168”) hang  to floor
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Altar Cloth for 4x9 altar  (120”x180”) hang to floor
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Altar Cloth for 3x12 (108” x 216”) to floor
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Cleaning fee: Altar Cloth  ($25 – properly laundered but never starched)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Cleaning Fee: Corporal ($8/corporal - properly laundered but never starched)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Cleaning Fee: Purificators ($5/purificator - properly laundered but never starched)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Communion Items

    Rqstd











      Pulled      Taken     Rtnd
	 FORMCHECKBOX 

	Hosts: Presider’s – Number:       ($0.75)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Hosts: Individual – Number:       ($0.03)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Gluten Free / Low Gluten Hosts: Individual  – Number:       ($0.03)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Wine  – Amount:       ($8/bottle)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Packing Materials

    Rqstd











      Pulled      Taken     Rtnd
	 FORMCHECKBOX 

	Furniture Pads (10 in inventory)      $15.00 each if lost
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Straps (tie down) (4 in inventory)      8.00 each each if lost
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Spider straps (one pair)      $5.00each each if lost
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Flat Bed Cart (blue or gray)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	3 Shelf Cart
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 

	Furniture Dolly
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



Note:  Please do not remove the follower from the candle after use.  Removing it will pull wax from the candle, and it will not protect the wick when shipping it back to the Office of Worship.  Be sure to wrap all pieces securely when re-packing.

I understand that I am responsible for the care and prompt return of the items checked above.  I also understand that a fee of $50.00 will be assessed for items that must be cleaned upon return to the Office of Worship in addition to amounts indicated for linens, candles, wine & hosts.



         /        /       


Name

Date

Checked out by:


_____________





Checked in by:


______________








