FUNERAL CHECK LIST:

· Service planner c/o Worship Director and Officiating Pastor/Elder (to be written up after consultation with family of the deceased). Items to be considered as part of the Funeral Service are as follows:

· Reading of the obituary

· Eulogy

· Comments by family members

· Sharing of the gospel

· Open mic sharing by congregation

· Special music

· Congregational singing

· Pastoral Prayer

· Instructions to attendees for burial and funeral luncheon

· Dismissal

· Confirm with family if they would like a bulletin made for the memorial service

· Email is sent to congregation with funeral details as they are known. Invoke the Communication Process to ensure that people are informed.
· Worship Director coordinates with undertaker re elements of service planner at least an hour before memorial service begins. Undertaker will be informed of his responsibility as part of the funeral service.

· Worship Director notifies funeral service participants of their responsibilities.
· Post-funeral pastoral care: Put on the elder agenda a follow up with the family of the deceased 3-6 months after the funeral.

The following checklist items also apply if funeral visitation/service is held at New Hope Church:


· Schedule use of facility for visitation/service

· Designate (deacon) in charge of service for unlocking/locking building, receiving floral deliveries etc.

· Determine what time family will arrive for visitation and services, ensure coordinator is onsite at those times

· Notify custodian and impacted ministry leaders of funeral arrangements

· Notify Alsip Police dept of planned funeral--708-385-6902
· Easel/s or table provision for photo collage of deceased (if requested)

· Boxes of tissue
· Musicians: Soloist/s; pianist; worship team (if requested)

· Ushers and parking attendants 
· Canned music during the viewing (if requested)

· AV technician (if canned music is requested, must be present to play music; must be present during the memorial service). Before viewing, the following need to be made ready:

· Mic setup (sound check)

· Stage setup

Before the memorial service, 

· Make sure sound system is on.

· Make sure both video projectors are on (if congregational singing is led by worship team). 

· Hospitality crew is available for kitchen use.

· Staff on-site upon arrival of remains and available to attend to needs of family until everything is set up. When schedule of delivery of flowers is known, staff person needs to be present to receive them. (Note: Sometimes we know about flower delivery; other times we are not advised.)

· Luncheon:  If the deceased is an immediate family member of a church member, the church will provide a funeral luncheon if the family desires. Funds could come from the Benevolent Fund or some other fund.

· Honoraria: Christian Undertakers will incorporate an honorarium fee of $50.00 each for the speaker and musician/s for the funeral services of someone from a non-member family.

Note:  There will be no charge for use of the building for funerals if the deceased is an immediate family member of a church member. Immediate family consists of parent, spouse or child.
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