Memorial Service Checklist
UUCR Caring Circle

April, 2011

1. Work with family to plan the service

___ Contact minister or service lead
___ Identify Caring Circle liaison
___ Reserve facilities
___ Develop Order of Service (Picture, speaker(s),  Readings/Prayers, Music )
___Determine decorations/flowers

___Identify table/chair layout

___Identify food/drink requirements (family to reimburse)

___Identify pictures/memory books 
___Assist family with selection of guestbook

___Provide info to webmaster/newsletter editor/Sunday OoS editor

___Assist family in any other way required (transportation, funeral planning, etc.)

___Identify memorial service volunteers (Setup, cleanup, Food/drink, traffic, ushers)
___Be sure a family member is at service site 1 hr prior to service
2. Day of service:

___ Bring Orders of Service

___ Bring and refrigerate food/drinks, ice molds

___ Bring plates, napkins, cutlery, glasses
___ Make punch
___ Bring linens, candles/candlesticks, punch bowl, water pitchers

___ Begin set-up at least 2 hours in advance (Seating,  Tables)
___ Assist with traffic/seating/service coordination

___ Clean-up kitchen and sanctuary/service area

___ Pack up leftover food and drink for family
3. After service:

___ Return caring circle linens, candles, candlesticks, punch bowl, water pitchers

___ Submit reimbursement requests to family
___ Obtain wording for UUCR Memorial Plaque

___ Obtain materials from family for Memorial book 
___ Coordinate any memorial gifts/donations to UUCR

___ Discuss lessons learned, areas for improvement

