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Chapter 1: Overview
Chapter Overview:
Purpose of the Role

Qualifications of the Liaison Head

General Responsibilities

Specific Responsibilities

Purpose of the Role

The definition of liaison is “a linking together of operations of different forces”.  For the weekend, the liaison team is the assistant to all the other teams.  Liaison team members must be willing to take direction and do whatever is needed to keep things running smoothly on the weekend.  A willing heart is the most important asset of team members, but stamina is a close second!

Qualifications of the Liaison Head

1. Must be active in a Group Reunion

2. Must have experience on a kitchen team.

3. Must have experience on a prior liaison team.

4. Must be willing to delegate tasks to other team members.

General Responsibilities

The liaison team is responsible for making sure the weekend runs smoothly for all team members and candidates. They are the supply connection to the outside world and must purchase any last-minute supplies, forgotten items or perishables.  Preparing the facility for the weekend and restoring it to its original state at the culmination of the weekend are two important aspects of the liaison team’s responsibilities.  They must also supply materials for team meetings, the conference room, candidate’s packets and distribute Palanca during the weekend.

Specific Responsibilities
· Planning of the weekend with Rector/Rectora
· Familiarity with parish or retreat house facilities

· Knowledge and locations of local stores and medical facilities

· Providing sign-in sheets and supplies for Team Meetings

· Arranging sleeping accommodations for spiritual director at facility or motel

· Making diagrams of facilities used for the weekend

· Setting up of facilities, including sleeping areas, conference room, and bathrooms

· Bed assignments, registration chart and name tags

· Completion of roster

· Distribution of Palanca

· Book display and sales

· Candidates’ packets

· Set up for Clausura and Closing Mass

· Inventory of supplies at culmination of weekend

· Dismantling and cleaning facilities after Clausura.

· Arranging transportation of supplies from Oregon to weekend site, if needed

· Have emergency phone for candidate and workers contact 

Chapter 2: Getting Started
Chapter Overview:
Training

Team Members

Some immediate things to be done

Training
YOU MUST BE TRAINED BY LIAISION TRAINER
Ken Meeker:  k_meeker@comcast.net  630-430-9879
Ann Stevens attorney_stevens@yahoo.com 414-617-1315

Team Members

Pick team members; you should have three assistants.
At least one liaison team member must have computer skills and be proficient in Microsoft Word, Excel as well as knowledge of setting up printers would be helpful
Some Immediate things to do

· Procure the liaison box of supplies and forms from Liaison Trainer
· Inventory box
· Review list of required supplies with Liaison Trainer for needed supplies; summary of required supplies can be found in addendum
· Obtain 3-Day Manuals  – check  with Liaison Trainer
· Provide Rector/Rectora with 3 copies of 3-Day Manual if needed
· To be sold to any speakers who do not have a manual 
· Rector/Rectora will provide payment to you to return to Secretariat
· Items to review with Rector/Rectora before first team meeting:
· Any special handouts for meetings
· Discuss how your team will help with setting up team meeting room; layout; special supplies required; as well a tear down afterward
· Assure you have sufficient copies of new workers packages available for distribution (there should be ~ 10 packages)

Intermediate things to do - facility
· Prior to the Cursillo weekend, the Rector/Rectora will discuss with team heads the logistics of the room set-ups and locations for the weekend.

· Rooms will be needed for sleeping areas, conference room, chapel, liaison work area, music team practice.

· If necessary, arrange with the Liaison Trainer to tour the facilities, make careful note of power outlets, light switches, location of the fuse box, plumbing, heating, location of a fire extinguisher, first aid kit, janitorial equipment, etc. 
· Make note of the electrical outlets in the sleeping areas
· This can be done during a team meeting normally held at the retreat location
· Check the location and working order of the showers and bathrooms. 

· Know how to contact the staff in case of an emergency. 

· Contact information for St. Mary is in the addendum 
· Verify with the Liaison Trainer that the local police and fire departments have been alerted of the dates of the Cursillo and the number of people who will be attending.

· Location and phone numbers for the nearest hospital and pharmacy are included in the St. Mary’s information is in the addendum
· Contact Bill and Judy Wolff for General Palanca.  They will be printed off.  Assure how it will be delivered to site.

· Wolff contact information:  815-438-4252
· Contact Scott Long about arranging to have books to sell during the weekend
· Contract Treasurer:

· Al Johnson  815-877-3546 alfredrjohnson@gmail.com
· For the current weekend charge and address for MOP envelopes 

· To determine how purchases will be paid. Sometimes an account is set up at a local grocery store or you may pay for purchases and submit a receipt for reimbursement. To receive a sales tax exemption, purchases must be made with the tax authorization letter that is available from Fermin Garcia. 
· Charges at SuperValu grocery in Oregon can be done by informing the cashier that you are from Cursillo.
· If necessary, order rental beds for candidates and team members who have specific physical needs (not just for comfort).  This rental company is listed in the addendum. 

· Cursillo has purchases beds for all candidates and workers for the weekend; only special needs have to be addressed.

· Check with Rector/Rectora and, if needed, make arrangements for a hotel room for the spiritual director if there is not a room available at the retreat site. A hotel is listed on the information sheet for St. Mary’s, which is included as an addendum

· If additional Pilgrim’s Guides, Green Cards, and 4th Day books are needed notify the Liaison Coordinators.
· Ken or Anne will Contact Al Johnson 815-877-3546 to assure a supply is available.
· Conference room table name signs are stored in the Liaison supplies.  

· Liaison provides the cover design for the rosters with the approval of the Rector/Rectora.
· Contact Secretariat for the cover letter, Ultreya information and newsletter for roster package

Chapter 3: Team Meetings
Chapter Overview:
Team Meetings Supplies

Team Meetings Checklist
Team Meeting 1
Supplies Required
· Blank name Tags, pens, pencils
· Blank roster – a sample can be found on the provided CD
· Experience sheet: provided by School of Leaders Head: 
· Cathy Vendemia 815-566-1843 cathyvendenia@gmail.com 
· 3-Day Manuals 
· Sponsor Forms: can be found at Rockford Cursillo website;  
· http://natl-cursillo.org/rockford/english/secretariat.html 
· Assure you only use the current version as the Secretariat does updates as required
· Candidate Forms: can be found at Rockford Cursillo website
· New team member packages – found on the provided CD
· Map to St. Mary – found on the provided CD
· Any special handout(s) requested  from Rector/Rectora
Checklist
· Arrive early to assist in setting up room for team meetings.

· Set up table with blank name tags, pens, pencils and sign-in sheet

· Either have team member sign-in at the table or circulate the blank sign in sheet/roster to determine full time and part time workers for the weekend for verification.

· Have team members designate any dietary or sleeping requirements including cots/beds or electrical needs.
· Circulate Experience sheet for update by team members

· Offer 3-Day Manuals for sale

· Price is shown on all books

· Handout new team member packages when requested by Rector/Rectora
· Sponsor Forms on table

· Candidate Forms on table

Team Meeting 2

Supplies Required
· MOP  Box
· Pre-addressed envelopes for MOP payment
· Blank name Tags, pens, pencils
· Updated roster with attendees from previous meeting(s)
· Experience sheet
· 3-Day Manuals 
· Sponsor Forms: can be found at Rockford Cursillo website
· http://natl-cursillo.org/rockford/english/secretariat.html 
· Assure you only use the current version as the Secretariat does updates as required
· Candidate Forms: can be found at Rockford Cursillo website
· New team member packages

· Any special handout(s) requested  from Rector/Rectora

Checklist
· Arrive early to assist in setting up room for team meetings.

· Set up table with blank name tags, pens, pencils and sign-in sheet

· Either have team member sign-in at the table or circulate the blank sign in sheet/roster to determine full time and part time workers for the weekend for verification.

· Have team members designate any dietary or sleeping requirements including cots/beds or electrical needs.
· Circulate Experience sheet for update by team members

· Provide pre-addressed envelopes and MOP box for team member to pay for weekend

· Offer 3-Day Manuals for sale

· Announcements:

· Sponsor Forms on table

· Candidate Forms on table

· MOP Envelops available with MOP box

Team Meeting 3

Supplies Required
· Stationary paper for Palanca
· Envelopes
· MOP  Box
· Pre-addressed envelopes for MOP payment
· Blank name Tags, pens, pencils
· Updated roster with attendees from previous meeting(s)
· Sponsor Forms: can be found at Rockford Cursillo website; 
· http://natl-cursillo.org/rockford/english/secretariat.html 
· Assure you only use the current version as the Secretariat does updates as required
· Candidate Forms: can be found at Rockford Cursillo website
· New team member packages
· Map to St. Mary – found on the provided CD
· Any special handout(s) requested  from Rector/Rectora

Checklist
· Arrive early to assist in setting up room for team meetings.

· Set up table with blank name tags, pens, pencils and sign-in sheet

· Either have team member sign-in at the table or circulate the blank sign in sheet/roster to determine full time and part time workers for the weekend for verification.

· Have team members designate any dietary or sleeping requirements including cots/beds or electrical needs.
· Circulate Experience sheet for update by team members

· Provide pre-addressed envelopes and MOP box for team member to pay for weekend

· Offer 3-Day Manuals for sale

· Have blank stationary and envelopes available for team to write general Palanca letters.

· Announcements:

· Sponsor Forms on table

· Candidate Forms on table

· MOP Envelops available with MOP box

Team Meeting 4

Supplies Required
· Map to St. Mary – found on the provided CD
· Stationary  paper for Palanca
· Envelopes
· MOP  Box
· Pre-addressed envelopes for MOP payment
· Blank name Tags, pens, pencils
· Updated roster 
· Sponsor Forms: can be found at Rockford Cursillo website;
· http://natl-cursillo.org/rockford/english/secretariat.html 
· Assure you only use the current version as the Secretariat does updates as required
· Candidate Forms: can be found at Rockford Cursillo website
· New team member packages

· Any special handout(s) requested  from Rector/Rectora

Checklist
· Arrive early to assist in setting up room for team meetings.

· Set up table with blank name tags, pens, pencils and sign-in sheet

· Either have team member sign-in at the table or circulate the blank sign in sheet/roster to determine full time and part time workers for the weekend for verification.

· Have team members designate any dietary or sleeping requirements including cots/beds or electrical needs.
· Circulate Experience sheet for update by team members

· Provide pre-addressed envelopes and MOP box for team member to pay for weekend

· Offer 3-Day Manuals for sale

· Have blank stationery and envelopes available for team to write general Palanca letters.

· Team Meeting Announcements and Reminders:

· Sponsor Forms on table

· Candidate Forms on table

· MOP Envelops available with MOP box

· Take a copy of maps, if needed

· Bring your own bedding, sleeping bag, and pillows.

· Bring your own bath supplies including toiletries and towels.

· Due to allergies, be mindful of not using scented personal items.

· Please do not bring large items or gifts for Palanca as we don’t want any candidates or team members to feel slighted.

· Do not have watches, cell phones, or schedules where candidates can see them during the weekend.

· No cameras are permitted on the weekend.

· Cell Phones are to be used for emergencies only.

Team Meeting 5

Supplies Required
· Map to St. Mary – found on the provided CD
· Stationary  paper for Palanca
· Envelopes
· MOP  Box
· Pre-addressed envelopes for MOP payment
· Blank name Tags, pens, pencils
· Updated roster with attendees from previous meeting(s)
· Sponsor Forms: can be found at Rockford Cursillo website; 
· http://natl-cursillo.org/rockford/english/secretariat.html 
· Assure you only use the current version as the Secretariat does updates as required
· Candidate Forms: can be found at Rockford Cursillo website
· New team member packages

· Any special handout(s) requested  from Rector/Rectora

Checklist
· Arrive early to assist in setting up room for team meetings.

· Set up table with blank name tags, pens, pencils and sign-in sheet

· Either have team member sign-in at the table or circulate the blank sign in sheet/roster to determine full time and part time workers for the weekend for verification.

· Have team members designate any dietary or sleeping requirements including cots/beds or electrical needs.
· Circulate Experience sheet for update by team members

· Provide pre-addressed envelopes and MOP box for team member to pay for weekend

· Offer 3-Day Manuals for sale

· Have blank stationery and envelopes available for team to write general Palanca letters.

· Team Meeting Announcements and Reminders:

· Sponsor Forms on table

· Candidate Forms on table

· MOP Envelops available with MOP box

· Take a copy of maps, if needed

· Bring your own bedding, sleeping bag, and pillows.

· Bring your own bath supplies including toiletries and towels.

· Due to allergies, be mindful of not using scented personal items.

· Please do not bring large items or gifts for Palanca as we don’t want any candidates or team members to feel slighted.

· Do not have watches, cell phones, or schedules where candidates can see them during the weekend.

· No cameras are permitted on the weekend.

· Cell Phones are to be used for emergencies only
Chapter 4: Computer Guru 

Chapter Overview:

Before the weekend

During the weekend by day
Supplies
Supplies Required
· Training Manual
· Liaison Computer Disk with templates
· Computer 
· Printer
· Name Tags/blanks
· Labels

· Paper (white/green stock/beige stock)

· Scissors
· Paper cutter

· Hole punch

· Ruler
· Cursillo owns a color inkjet printer and a laser printer.  It is recommended you use the computer person’s Laptop or contact Ken Meeker about one being supplied.

· You will need MS Office including Excel

· Equipment is stored in the liaison cabinet by the conference room at St. Mary’s in Oregon.
· The lock combination will be provided by the Liaison Trainer.
Team Meeting

Checklist
· Blank roster form for first meeting
· Update after each meeting

· Copy of candidate forms from Rector/Rectora

Prior to Weekend

Checklist
· Create nametags for the candidates, team members, clergy, and spiritual director 

· Create bed tags for all of above

· Prior to the weekend, prepare a room and bed assignment chart. This should be done with Rector/Rectora and Liaison Head.  

· Candidates and conference room team sleep in one area while the kitchen crews are assigned an area nearest the dining room.
· Beds should be assigned in advance for team and candidates.  
· Bed numbers/names are used to distribute Palanca and to locate an individual in case of emergency so it is important that the bed assignment chart be accurate.

· Make signs to indicate locations of bathrooms and showers, sleeping rooms, etc. Example: Spiritual Director’s bathroom.

· Complete as much of the roster prior to the weekend as possible so that on the weekend you only need to make adjustments, corrections and a few additions. Sample roster pages are included as an addendum. To keep the cost of the roster within reason, it is only necessary to include candidate and team information. 

· Make cover page for roster working with Liaison Team head and Rector/Rectora;

· Make copies of cover page; sufficient amount for all estimated attendees and extra for the visitors (~75-100)
· Get miscellaneous pages for roster from Liaison Team Head and make copies 

· NOTE: copies can be made at St Mary’s prior to weekend if the final team meeting is held on the retreat site
· Provide details to kitchen team of any dietary requirements received on candidate forms or on team meeting roster

Thursday
Checklist
· Create new name tags and bed tags as needed

· Update bed assignment chart

· Make Labels for Friday’s Palanca: candidates and team members
· Work on roster
· Make Labels for each member in conference room for folders
· Transfer St. Mary phone to Liaison Head’s cell phone for emergency contact
Friday
Checklist
· Begin to take pictures of team; the following will be required:

· Conference Room Tables

· Rector/Rectora, Asst Rector/Rectora; Spiritual Director and Asst Spiritual Director

· Kitchen Team Head, Asst Kitchen Head, Team Spiritual Director
· Liaison Team

· Music Team

· Kitchen Teams – normally 3 teams

· Chapel Team

· Work on roster
Saturday

Checklist

· Complete work on the roster. Copy, collate and have ready to distribute to candidates and team members on Sunday.

· Cover letter from Secretariat
· Weekend roster
· 4th Day book
· Rooster newsletter
· Ultreya list
· Verify all pictures and names 
· Copy pictures for roster
· Color for conference room team; B&W for all other copies
· Make labels for Candidate’s packages

Sunday

Checklist
· Finish coping, collate and staple rosters
· Need roster for each member of the conference room
· Create packages for each candidate:

· Materials to be included in the packets (10 X 13 manila envelope) are:

· Roster

· Cover letter from Secretariat

· Weekend roster

· Fourth Day book

· Cursillo newsletter

· Ultreya List  - included as an addendum
· Paper copies of the Roster will not  be given to the team members outside of the conference room.  They will be emailed to them after the weekend.
Chapter 5: Palanca and Spiritual Direction 

Chapter Overview:

Overview

Chapel Schedule

Grouping

Spiritual Direction

Overview

A key part of any Cursillo weekend is the concept of spiritual solidarity of all the team members.  One key way the Liaison Team members show this solidarity is reflected in their prayerful participation during each talk in the chapel.  During each talk, one team member from the Liaison must be in the chapel.

Chapel Schedule

As there are 5 talks each day, each Liaison team member will have the opportunity to participate in 4 sessions.   The proposed scheduled for the team is as follows:

	
	
	Friday 
	Saturday
	Sunday

	
	
	
	
	

	1
	Ideal
	    Liaison Head
	
	

	2
	Habitual Grace
	  Liaison Asst #1
	
	

	3
	The Layperson in the Church
	  Liaison Asst #2
	
	

	4
	Actual Grace
	    Computer Guru
	
	

	5
	Piety
	    Liaison Head
	
	

	6
	Study
	
	Liaison Asst #1
	

	7
	Sacraments
	
	Liaison Asst #2
	

	8
	Action
	
	Computer Guru
	

	9
	Obstacles to a Life of Grace
	
	Liaison Head
	

	10
	Leaders
	
	Liaison Asst #1
	

	11
	Study of the Environment
	
	
	Liaison Asst #2

	12
	Life in Grace
	
	
	Computer Guru

	13
	Christianity in Action
	
	
	 Liaison Head

	14
	The Cursillista Beyond Cursillo
	
	
	Liaison Asst #1

	15
	Total Security
	
	
	Liaison Asst #2

	
	
	
	
	


Grouping

The Liaison Team should take the opportunity to Group using the commitment card.
Spiritual Direction

The Liaison Head should talk with the Team Spiritual Director regarding either doing separate session with the Liaison Team or for the team members to attend the Kitchen team meetings.  

Chapter 6:  Facilities Set Up 

Chapter Overview:

Forming Teams
Room Set Up

Forming Teams
The Liaison head, or a delegate if unavailable for set up, is responsible for supervising the overall set of the facilities.  All team members who volunteered for set up should report to the Liaison head for assignment.

Teams will be required to do the following:
· Move Bedding
· Move Chairs

· Move Tables

· Registration Area Set Up – assigned to liaison team member plus 1
· Conference room set up - assigned to liaison team member plus 1
Checklist

· Before anything is moved, take a photo or draw detailed diagrams of all the rooms that are to be used for the weekend, showing the original location of the furnishings. 
· (Suggestion: put a diagram on the blackboard in each room before anything is moved.)   These diagrams will be used on Sunday to restore the rooms exactly as they were before the weekend.
· Kitchen and Chapel are responsible for their own areas.

· Registration area: table for sign-in, bed assignment chart, nametags for all        weekend participants, information sheet, and markers/ pens/ pencils. 

· Sleeping areas: mats/rental beds with chair and bed tag
· Bed Tags are pre-assigned per bedding chart

· Bathrooms:

· Be sure they are clean. 
· Set up card table(s) for toiletries

· Supplies are in the Cursillo storage
· Install shower curtains and floor mats as needed.

· Signage: hang signs for location of showers, chapel, conference room, washrooms, etc. as needed

· Clocks: remove and place in storage or cover.  
· Conference Room according to the wishes of the Rector/Rectora. 

· 1 long table and 3 chairs for Rector/Rectora, Assistant Rector/Rectora, and Spiritual Director; 4-5 round tables and 7-8 chairs at each for candidates.
· Make sure there are enough Pilgrims’ Guides for each table member.
· Put the Pilgrim guides on the Rector/Rectora table out of the way; The Asst Rector/Rectora will pass them out when required.
· Set up front of the room for speakers: 
· Podium, 
· Wipe-off board and markers or chalkboard and chalk
· Assure there is plenty of chalk for speakers to use
· Tripod for posters
· Extension cord for CD player, if requested by any speaker
· Transfer St Mary emergency number to Liaison Head’s cell phone

· Cursillo Emergency Number (weekends only): 815-200-9733
· It is programmed to ring on liaison head's cell phone for the weekend

· Team Member Announcements:

· Remind everyone to remove valuables from their autos and to lock them.

· Review fire/tornado safety with all team members

· Review with Kitchen Team head and Liaison Team members where are Cursillo supplies are kept in garage area so that all items get returned to the proper spots after the weekend.

Chapter 7: Thursday 

Chapter Overview:

Thursday
Supplies

· Completed during set up

· Emergency Contact Number list 

· Folders

· Pens/pencils

· Pilgrim’s Guide

· Tissue

· Table Names
Checklist

· Greet and register candidates and team members upon arrival.

· Have them check that their name, address with zip code, home phone with area code, cell phone with area code, email address, and parish are correct. This information will be used for the rosters.

· Remind each candidate that cell phones are not allowed to be used during the weekend.  Provide them with a copy of the Emergency Contact number list and ask them to call their spouse if they haven’t provided them this information already.

· Any Palanca received should be placed in the box in the Chapel.

· During Evening:

· For Friday’s Palanca distribution, be sure you have a bag or envelope for every participant on the weekend, labeled with the name. 
· Note: Placing Palanca in bags/envelopes is advantageous because the amount of Palanca each person receives is private. 
· After candidates leave conference room for evening: 
· Set up conference room for Friday morning.  Put out a folder for each table member, pens/pencils and tissues. Place table names on the conference tables. (Check with the Rector/Rectora for which names to use.) 
· Each folder should be labeled with conference room team and candidates’ names; and contain 10 pieces of loose leaf notebook paper
· At the end of the day, 
· lock all doors and turn out lights.
· Extra caution should be taken during the women’s weekend to assure doors are locked during the day when no one is in the lobby to secure the area.

· Note:  When staying at St. Mary’s there is an allen wrench attached to the doorway that is used as the key. Before the weekend, check with the secretary or janitor for a demonstration of how to lock the doors.
Chapter 8: Friday 

Chapter Overview:

Supplies
Checklist

Friday
Supplies
· Label for candidates and team members – from computer guru

· Large envelops 

· Table 

· General Palanca
· Camera

· Tripod

Checklist
· Morning 

· Prayers with Spiritual Director in kitchen
· Check with Rector/Rectora and team heads for any non-groceries needed.
· Begin to take team pictures when candidates are in conference room
· Shop/run errands for NON-GROCERY if necessary
· Note: The kitchen team is responsible for any groceries they is required.  They can also pick up items needed by other teams for convenience.

· After Team moves to conference room:

· Collect Palanca from chapel.
·  Sort and stuff bags. 

· During Actual Grace talk:

· Deliver Palanca to individuals beds

· Set up general Palanca table. Distribute Palanca to all candidates and team members’ beds.
· Before Piety talk

· Put Piety/Study/Action stool in conference room
· After Piety talk

· Provide poster board and markers for conference room summaries 

· Replenish bathroom supplies as needed.

· At the end of the day:

·  lock all doors and turn out lights. 

Chapter 9:  Saturday 

Chapter Overview:

Supplies
Checklist

Saturday
Supplies
· Books for sale
· Android or IPhone will be needed
· Posters

· Markers

· Candles for serenade – from chapel team

· Song Sheets– from chapel team

· Flowers

Checklist
· Morning

· Pray with Spiritual Director in kitchen
· Before each talk

· Check conference room and replenish supplies. Make sure there is paper, and sharpened pencils/pens on every table including the Rector/Rectora.
· Run errands and pick up any needed supplies.
· Mid Morning:
· Check with Kitchen Head regarding flowers for the Agape tables
· Need flowers for Rector’s spouse; place in cooler until Sunday
· Send one Liaison team member to store for flowers
· Before Study Talk:

· Set up book table before the end of the Study talk.
· See Addendum E for specific instructions
· Inventory of books before any book sales should be done.

· Verify all books are approved Catholic material.

· Assign a member of the liaison team to supervise the table, collect money and keep a record of sales
· The book list that accompanies the delivery of the books is to be used to account for book sales. 
· A cash box with $20 in change and small bills will be provided.

· Instructions will be provided on how to accept credit cards

· Cursillo has an account that can be set up on either a IPhone or an Android for processing

· Books will be on sale until Sunday morning, and candidates are given preference in the purchase of books.

· After Leaders talk:

· Provide poster board and markers for conference room summaries 

· Prepare for candlelight and Sunday morning serenade
· Replenish bathroom supplies as needed.
· At the end of the day, lock all doors and turn out lights. 

Chapter 10: Sunday 

Chapter Overview:

Supplies
Checklist

Sunday
Supplies
· Pre-printed envelops for MOP

· MOP box

· Inventory list

· Flowers 

Checklist
· Morning

· Pray with Spiritual Director in kitchen
· Before/After Lunch
· Coordinator with Asst Rector
· On Men’s weekends, assign and set up a room for the women’s team meeting, if needed.  Their meeting will start at 1:00PM
· Before each talk

· Check conference room and replenish supplies. Make sure there is paper, and sharpened pencils/pens on every table including the Rector/Rectora.
· Provide envelopes (addressed to Al Johnson) and a MOP payment box for payment of weekend. 
· MOP box for team members is usually placed in the kitchen area out of sight of candidates.
· Envelopes for the candidates/conference room should be given to the Assistant Rector/Rectora to use during MOP talk.
· Run errands and pick up any needed supplies.

· Pack up the book table. Turn money, books and sale list to the representative.
· Inventory all book sales.

· Conference Room rosters are to be given to the Assistant Rector/Rectora for distribution in the conference room after the last talk on Sunday or during the Cross Ceremony.  Remaining rosters are to be given to the Team Heads for distribution to their team members.
· Designate an area for luggage and personal belongings. Candidates and team members will be given time in the schedule to pack, usually just before lunch.
· Help chapel team set up for the Cross Ceremony.
· All bathrooms and shower areas should be cleaned and toiletries inventoried. 
· Store supplies in designated area at St. Mary’s. Spray air freshener in all rooms.
· If at alternate site, pack up supplies to be returned to St. Mary’s in Oregon.

· Inventory all supplies. Indicate which supplies are needed for next Cursillo weekend on the inventory sheet included as an addendum. Return this inventory to Liaison Head.
· Assist the kitchen team in setting up for the Clausura. Cover windows so that the candidates do not see the room set up.

· During the Cross Ceremony break- down the conference room.

· Using the diagrams that were drawn up on Thursday, check to see that all rooms have been restored to their original condition. 

· After the Clausura, clean up the area and make a final check of the entire building before leaving the site. 

· Have final walk-thru of the facility with the St. Mary’s contact person (Ann Stevens or her designate)
Chapter 11: Clean Up
Chapter Overview:

Facility Clean Up Team

Facility Checklist

Facility Clean Up Team
Supplies
· Final walk through St Mary; in addendum
Checklist

· Classrooms used as sleeping areas, conference room, chapel
· Return room to set up as shown on black board with table and chairs

· Mattresses are to be stacked in the corner
· Per instructions from Liaison or building coordinator
· Except on the final weekend of the season (Spring/Fall); then they must be stacked in designated areas in the two shower areas

· The Chapel Team will store all its equipment in the chapel storage area 
· All windows closed and locked. 

· The doors closed and locked

· Bathrooms 

· All toilets flushed and the floor cleaned 

· All sinks cleaned, mirrors cleaned

· Replace supplies in all bathroom holders
· Gym/Shower Area
· Clean the Shower room and stalls
· Sound System is to remain hooked up with a mike

· Wash and dry towels, bath mats

· Garage Area

· All unused chairs are to be placed on the chair carts
· All unused tables are to be placed on the table carts

· Replace/uncover and set all clocks
· Garbage

· Place all garbage in the large dumpster

· All boxes should be broken down

· No garbage is allowed outside of dumpster area

· Kitchen – to be done by assigned Kitchen Team; verification by Liaison Team only

· Return all Cursillo cooking utensils to Cursillo Storage Unit

· Place Storage Unit in designated garage storage area

· Clean Stove, Sink, Drains, and Dishwasher (remove water and garbage from the dishwasher) 
· Wipe all counter areas
· Swept the floors and wipe up food spills
· Cursillo’ s kitchen items are to be placed on the gym tables and covered
· Remove all food from the kitchen area. Cold food is stored in the walk in cooler on the designated shelves. Box and mark freezer items and place them in the white freezer in the hallway.  The left over item list is to be passed onto the next Cursillo committee. Dry food items are to be removed
· Check the ovens for food and turn each off. 

· Clean and empty coffee pots
· St Mary items need to be left on the dishwasher tray
Chapter 12: Wrap Up

Chapter Overview:

After the weekend

After Weekend
· Return Liaison Box to Liaison Trainer
· Return Inventory to Liaison Trainer
· Return books
Addendum: St Mary Information

Chapter Overview:

Emergency Numbers

Local Emergency
911



Local Police

(815) 732-2162
Katherine Shaw Bethea Hospital   
(815) 288-5531

403 E. 1st Street Dixon, Illinois 61021


St Mary Community Center Contact Numbers

Cursillo Emergency Number (weekends only): 815-200-9733
It is programmed to ring on liaison head's cell phone for the weekend. 

Facility Contact Numbers

Facility troubleshooter:
Anne Stevens, Cursillo Chairperson on Secretariat and St Mary's Parishioner

414-617-1315 

St Mary's Business Phone/Parish Office: 

815-732-7383


If unable to contact Anne and it’s an emergency:
Dick Krug Electric & Plumbing (815) 732-2940

Ehams Electric & Plumbing (815) 732-6094

Martin Well (815) 732-2216

In Case  of Emergency

In case of fire:  
All table leaders and service team heads are in charge of their groups. The Rector/Rectora is in charge of the conference room team. Team Heads are responsible for making sure all their members are out of the building. Everyone is to leave via the nearest exit and meet in the field across from the parking lot. Take attendance to make sure everyone is accounted for.

In case of a tornado:

All table leaders and service team heads are in charge of their groups. The Rector/Rectora is in charge of the conference room team. Everyone is to sit in the hallway under the coat racks with their heads down. Stay away from any areas that have windows. 
Oregon Stores

Oregon’s Super Value   

Basler’s Ace Hardware

204 N. 4th Street


807 Pines Road

(815) 732-7870


(815) 732-2788

Snyder’s Pharmacy


Rent-a-Center (beds for weekend)

201 N. 4th Street


1359 N. Galena Ave.

(815) 732-7340


Dixon, IL






(815) 288-7506

Local Hotels

Bed and Breakfast for Spiritual Director:

Patchwork Inn



Phone: (815) 732-4113

122 North 3rd Street


Fax:   (815) 732-6557

Oregon, IL 61061


Web:  www.essex1.com/people/patchworkinn
Pinehill Bed and Breakfast

Phone: (815) 732-2067
400 Mix St



Fax:   (815) 732-1348

Oregon, Il 61061


Web:  www.pinehillbb.com
CHATEAU LODGE 


Phone: 815-973-6195
1326 ILLINOIS ROUTE 2 NORTH
OREGON, IL, 61061 


Email:chateaulodge@comcast.net

Note: You may need to provide a credit card payment before the hotel takes the reservation; contact Al Johnson for arrangements.
Tax Exempt 
Tax Exempt Number:  E9991-6673-06   Letter included on the provided CD
Note: at many places, the number alone is not sufficient, and a physical copy must be present.  Some stores will keep your copy so having more than one copy available might be a good idea. 
Copy Machine

Copy Machine ID Number:  1234ID

Supplies: paper is in the Cursillo storeroom
Facilities Equipment

St. Mary’s will provide the following:

· Paper towels
· Toilet tissue
· Janitorial supplies (mops, brooms, buckets, etc.)
Cursillo may use the following:

· Kitchen

· Dishwasher

· Large mixer

· Three large coffeepots

· Four pancake griddles

· One popcorn machine

· Walk-in Cooler (1/3 rd of space only – not responsible for left over items)

· Freezer in hall

· Ice machine (doesn’t recharge quickly, so extra ice is provided)

· Outdoor charcoal grill (30” X 60”)

· Double Classroom

· Gym tables and chairs

· Two divided classrooms

· One standard classroom

· Shower rooms and rest rooms

· One-third of the garage for storage

· Ladies shower room for storage

· One supply bins for computer and office supplies

· Old copy machine

· Maintenance office (for music room ONLY)

· Large dumpster for all garbage

Cursillo may NOT use the following items belonging to St. Mary’s

· Pots and pans

· Glass dishes

· Hard plastic cups

· Silverware

· Cooking and serving utensils

· Three offices

· Storerooms by the ice machine

· Knights of Columbus Hall (Bar Room)

· Head Start Play Area ( unless supervised by church personnel)

· Note: Women have permission from Head Start to use this room  with the agreement that no food of any kind is be brought into the room.
Rules for use:

· New tables with white edges do not leave the double room

· Return padded chairs in conference room on carts to double room

· Replace and reset all clocks

· Clean kitchen and dishwasher thoroughly

· Break down boxes and place ALL garbage in large dumpster near street

· Close and lock all windows and screw all doors

· Answer phone in kitchen hall –815- 732 – 7383 – It may be for you!

Miscellaneous:

The fans in the gym must be turned on if the heat is on.

If the heat is not on, the fans do not need to be on.

The switch for the Christmas lights is in the alcove in the front hall behind the statue of Mary. 
Addendum: Final Walk thru St Mary

Chapter Overview:

Facility Checklist

Checklist

Final Walk through 

Check off the box and sign your name as each task is completed.  Give the signed sheet to Gary at closing.

1 Classroom 

· All windows closed and locked. The doors closed and locked _____________________

· Mattresses are to be stacked in the corner._______________________________________

· The Chapel may stay set up.__________________________________________________

· Chairs may stay in place _____________________________________________________

2 Bathrooms 

· All toilets flushed and the floor cleaned _________________________________________

· Replace supplies in all bathroom holders_________________________________________

· The windows closed and locked________________________________________________

3 Gym/shower 

· Clean the Shower room and stalls._______________________________________________

· Remove the cabanas ____________________________________________

· Ladies Shower room is used as one Cursillo storage area.  Non- -Perishable food products are placed in closed containers on the shelves.________________________________________________

· Chairs are to be placed on the chair carts._________________________________________

· Between Cursillo’ s, the kitchen items are stored in the gym, they are to be placed on tables and covered.____________________________________________________________________

· Sound System is to remain hooked up with a mike.__________________________________

4 Replace and set all clocks 

5 Garbage 

· Place all garbage in the large dumpster ____________________________________________

· All boxes are to be broke down. _________________________________________________

· No garbage is allowed outside of the dumpster area.________________________________

6 Kitchen 

· Clean Stove, Sink, Drains, and Dishwasher (remove water and garbage from the dishwasher) ______________________________________________________________________

· Wipe all counter areas.__________________________________________________________

· Swept the floors and wipe up food spills.____________________________________________

· Cursillo’s kitchen items are to be placed on the gym tables and covered.____________

· Remove all food from the kitchen area. Cold food is stored in the walk in cooler on the designated shelves. Box and mark freezer items and place them in the white freezer in the hallway.  The left over item list is to be passed onto the next Cursillo committee. Dry food items are to be removed. _____________________________________________________________

· Check the ovens for food and turn each off. __________________________________________

· Clean and empty coffee pots_______________________________________________________

· St Mary items need to be left on the dishwasher tray.___________________________________

Addendum:  Book Sale
Chapter Overview:

Book Sale
Checklist

SUPPLIES REQUIRED:

· Books
· Book Inventory
· Credit Card Reader
· Credit Card Reader Instructions
· Mobile Phone (either IPhone or Android will work)
Instructions
1. Friday morning set up the credit card reader.   The instructions are with the card reader; there are separate card readers for both the men and the women’s Liaison.  

a. Any questions about the readers should be directed to Al Johnson, Treasurer.

2. Scott Long will provide the books; he will also include a book inventory that you should verify while putting the books on the table – see below.
3. Scott will also provide a cash box as well as $100 for change.  You are responsible for securing this money for the weekend

4. Set  up the books on tables in the foyer; you may also get some free books from others that  you can set up on a table – just mark it with a sign that says “Free” 

a. Try to keep authors  and similar books together (IE: all the Bibles in one area or all Scott  Hahn in one section)

b. When a sale is made, take the money or CC and keep a running list of what is sold;  this will make it easier to reconcile on Sunday

5. Secure the monies when no liaison team member is at the table; also secure at night.

6. Since this is based on an honor system, you can leave the books unattended until take down; just have a sign to “Pay Liaison” and indicate who and where to find you.   

7. Plan on removing the books Sunday mid–morning; notify the assistant Rector so he can announce to the conference room.

8. Return all the books to the boxes, inventory on the inventory sheet and account for all monies.

	CURSILLO BOOKS (Men 2017 Spring)
	TYPE
	AUTHOR
	PRICE
	BEG
	SOLD
	RET

	
	
	
	
	
	
	

	21 Ways to Worship
	Paperback
	Vinny Flynn
	$15.00
	3
	
	

	33 Days to Merciful Love
	Paperback
	Father Michael Gaitley
	$16.00
	3
	
	

	33 Days to Morning Glory
	Paperback
	Father Michael Gaitley
	$16.00
	3
	
	

	7 Secrets of Confession
	Paperback
	Vinny Flynn
	$13.00
	3
	
	

	7 Secrets of Divine Mercy
	Paperback
	Vinny Flynn
	$15.00
	3
	
	

	7 Secrets of the Eucharist
	Paperback
	Vinny Flynn
	$13.00
	3
	
	

	
	
	
	
	
	
	

	A Father Who Keeps His Promises
	Paperback
	Scott Hahn
	$17.00
	1
	
	

	A Pocket Guide to Apologetics
	Paperback
	Patrick Madrid
	$8.00
	2
	
	

	A Prayer Book for Eucharistic Adoration
	Leatherette
	William G. Storey
	$10.00
	4
	
	

	Angels and Saints
	Hardcover
	Scott Hahn
	$23.00
	2
	
	

	A Year of Mercy with Pope Francis
	Paperback
	Pope Francis
	$17.00
	0
	
	

	A Year with the Bible
	Paperback
	Patrick Madrid
	$25.00
	1
	
	

	
	
	
	
	
	
	

	Beginning Apologetics 1
	Paperback
	
	$6.00
	1
	
	

	Beginning Apologetics 2
	Paperback
	
	$6.00
	1
	
	

	Beginning Apologetics 3
	Paperback
	
	$6.00
	1
	
	

	Beginning Apologetics 4
	Paperback
	
	$6.00
	1
	
	

	Beginning Apologetics 5
	Paperback
	
	$6.00
	1
	
	

	Beginning Apologetics 6
	Paperback
	
	$6.00
	1
	
	

	Beginning Apologetics 7
	Paperback
	
	$6.00
	1
	
	

	Beginning Apologetics 8
	Paperback
	
	$6.00
	1
	
	

	Beginning Apologetics 9
	Paperback
	
	$6.00
	1
	
	

	Bible Basics for Catholics
	Paperback
	John Bergsma
	$16.00
	1
	
	

	Bible Companion, The
	Paperback
	Ronald Witherup
	$15.00
	1
	
	

	Bible Compass, The
	Paperback
	Edward Sri
	$13.00
	3
	
	

	Building Better Families
	Paperback
	Matthew Kelly
	$18.00
	1
	
	

	
	
	
	
	
	
	

	Catechism of the Catholic Church
	Paperback
	US Catholic Church
	$10.00
	3
	
	

	Catholic Bible Dictionary
	Hardcover
	Scott Hahn
	$45.00
	2
	
	

	Catholic Bible Study Handbook
	Paperback
	Jerome Kodell
	$14.00
	1
	
	

	Catholicism
	Paperback
	Robert Barron
	$16.00
	1
	
	

	Christian Prayer
	Leatherette
	Catholic Book Publishing
	$38.00
	1
	
	

	Church of Mercy, The
	Paperback
	Pope Francis
	$17.00
	0
	
	

	Come Be My Light
	Paperback
	Mother Teresa
	$17.00
	2
	
	

	Confessions, The
	Paperback
	St Augustine
	$16.00
	0
	
	

	Consoling the Heart of Jesus
	Paperback
	Father Michael Gaitley
	$16.00
	2
	
	

	Consoling Heart Jesus Prayer Companion
	Paperback
	Father Michael Gaitley
	$8.00
	0
	
	

	Consuming the Word
	Hardcover
	Scott Hahn
	$22.00
	2
	
	

	Creed, The
	Hardcover
	Scott Hahn
	$23.00
	2
	
	

	Crossing the Threshold of Hope
	Paperback
	Pope John Paul II
	$16.00
	1
	
	

	Crossing the Tiber
	Paperback
	Stephen K. Ray
	$19.00
	0
	
	

	
	
	
	
	
	
	

	Daily Reflections on Divine Mercy
	Paperback
	John Paul Thomas
	$14.00
	2
	
	

	Dawn of the Messiah
	Paperback
	Edward Sri
	$11.00
	1
	
	

	Diary of St. Faustina Kowalska
	Paperback
	Maria Faustina Kowalska
	$10.00
	2
	
	

	Divine Mercy Explained
	Paperback
	Father Michael Gaitley
	$12.00
	0
	
	

	Doctors of the Church
	Hardcover
	Pope Benedict XVI
	$17.00
	1
	
	

	
	
	
	
	
	
	

	Environment, The
	Hardcover
	Pope Benedict XVI
	$15.00
	1
	
	

	Eucharistic
	Paperback
	Father Robert Barron
	$14.00
	1
	
	

	Eucharist, The
	Paperback
	Father Mitch Pacwa
	$12.00
	1
	
	


Addendum: Supply Checklist

Chapter Overview:

Supply Checklist

Checklist

NOTE:  Many of these items are in available the Cursillo supplies; please check supplies before purchasing any material

Supplies Required for Team Meeting

· Blank name Tags, pens, pencils
· 3-Day Manuals 
· Sponsor Forms: can be found at Rockford Cursillo website
· Candidate Forms: can be found at Rockford Cursillo 
· Any special handout(s) requested  from Rector/Rectora

· MOP  Box
· Pre-addressed envelopes for MOP payment
· Stationary  paper for Palanca
· Envelopes for Palanca
· Map to St. Mary – found on the provided CD
Supplies Required for Computer Guru

· Training Manual
· Liaison Computer Disk with templates
· Computer 
· Cursillo owns an IBM compatible PC, a color inkjet printer and a laser printer. MS Office 97 Professional (includes Excel, Power Point, and Access) is installed for use on the weekend. Equipment is stored in the liaison cabinet by the conference room at St. Mary’s in Oregon. (Combination lock: check with Ron Abramowicz for the current combination)

· Printer
· Name Tags/blanks

· Labels

· Paper (white/green stock/beige stock)

· Scissors

· Paper cutter

· Hole punch

· Ruler

· Fourth Day book

· Cursillo newsletter

· Ultreya List  

Supplies Required for Conference Room

· Pilgrims’ Guides for each table member. 

· Podium, 

· Easel with Hook’s Jesus, 

· Wipe-off board and markers or chalkboard and chalk,

· Tripod for posters, and an

· Extension cord for CD player

Supplies required during weekend

· Labels for envelops – need several sets

· Large envelops 

· Folders

· Pens/pencils

· Tissue

· Table names

· Camera

· Tripod

· Books for sale

· Posters

· Markers

· Candles for serenade – from chapel team

· Song Sheets– from chapel team

· Pre-printed envelops for MOP

· MOP box

· Inventory list

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Addendum: CD Listing
Chapter Overview:
CD Listing

Listing

Folder

TITLE

TYPE

Notes and comments

First Timer

St Mary map

MS Word

print copies on white stock

First Timer

Conference Room Progression

PDF

print on white paper

First Timer

Cursillo History

PDF

print on white paper

First Timer

Goals and Structure

MS Word

print on white paper

First Timer

Introduction

MS Word

print on white paper

First Timer

Specific Team Duties

PDF

print on white paper

First Timer

Sponsoring a Candidate

MS Word

print on white paper

First Timer

St Mary's Map

PDF

print on white paper

First Timer

Table Leaders and conf room 

PDF

print on white paper

First Timer

Table Leaders Responsibility

MS Word

print on white paper

First Timer

Thursday Duties for All members

PDF

print on white paper

First Timer

Weekend Essentials

PDF

print on white paper

Forms

Grace for  Mealtime Edelweiss

MS Word

print on heavy stock; cut in half

Forms

Reunion Card

MS Word

print on green stock; two sides; cut in quarters

Forms

St Mary Community Center Contact Numbers

MS Work

pint out and cut into slips

Forms

The Invocation after Meal

MS Word

print on yellow/beige card stock -front

Forms

Tax Exempt Letter

MS Word

print

Forms

The Invocation before Meal

MS Word

print on yellow/beige card stock -back

General

Liaison Manual

MS Work

print

Labels

Sample MOP labels

MS Word

use 

Labels

Sample Rooster Labels

MS Word

use 

Labels

NameTag Sample

MS Word

on special paper with name tags

Meeting

Cursillo Meeting Template

MS Excel

print and copy on white stock

Meeting

Sign Up Sheet

MS Excel

print on white paper

Meeting

Team Weekend Data (women's)

MS Excel

print on white paper

Sample

Sample Candidate Booklet

MS Word

print color copies for conf room/b&w for team 

Sample

Sample Cursillo in Christianity

MS Word

from Lay Director

Sample

Sample Table Family picture

MS Word

pictures are jpg copied into MS Word

Sample

Dates to Remember

MS Word

print on white paper

Sample

Sample Cursillo Secretariat

MS Word

print on white paper

Sample

Sample Roster Cover

MS Word

print on white paper

Sample

Ultreya and Friendship Grouping

MS Word

print on white paper
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