
CTK Communion Preparation
• Purchase two loaves of fresh bread and 1 small roll at Whole Foods (shelved on the 

front left side of the store), keeping receipt for reimbursement. (please note wine, juice 
and gluten free bread is provided by church).

• In kitchen, slice loaves of bread halfway through the middle of each loaf, wrap in 4 
white cloths that are in the angled corner communion cabinet and place on two silver 
plates.

• Take one slice of gluten-free bread from freezer and cut into small cubes, arranging 
on third silver plate.

• Take down eight communion cup trays and two lids from cabinet. Fill 4 trays full of 
cups and 4 trays full with the EXCEPTION of the outer ring (total should equal 248).

• All communion cups should be filled in the following arrangement: inner circles of 
trays with grape juice, outer two rings with wine, starting with opened bottle if there is 
one. For grape juice, please use the Kirkland Juice in the refrigerator. Grape juice 
cups are easiest to fill straight from the juice boxes. Wine cups should be filled using 
the plastic dispenser in the cabinet. All cups, juice and wine, should be filled to the line 
of the tray (about half full).

• Place the small roll on light blue pottery plate and fill Rick’s matching chalice with 
wine. Place these items on the back table in the sanctuary.

• Bring out the 8 trays with two lids (least full trays on the bottoms of the 2 stacks), 2 
loaves of regular bread and the gluten-free bread. 4 trays and 1 bread plate should be 
placed on each side of the stage (the gluten bread can be put on the right hand side).

• During the singing of Doxology, go to the back table in the sanctuary and bring the 
plate containing the small roll and the matching chalice up to the front. Place the small 
plate and the chalice on the communion table at the front of the sanctuary.

• After the service, bring all trays, bread, roll/chalice back in the kitchen, do a count of 
unused cups, do the math to get the number of people who took communion (subtract 
unused cups from 248) and write it on the sheet inside the door of the communion 
cabinet. 

• Shake out the cloth bread napkins, folding them and putting them away. Wash any 
items that may have spilled juice or wine on them, putting all away in cabinet.

• Fill out reimbursement form and give/mail it to CTK Office.

Please feel free to contact schedules@ctkcambridge.org with any questions.  Thanks 
for all that you do at CTK Cambridge! 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