Memorial Service Planning Activities

UUCR Caring Circle

April, 2011

1. Work with family to plan the service

· Identify and contact minister(s) or leader(s) of the service

· Identify one person from the Caring Circle to act as lead/liaison for the family

· Divide up duties among CC members so we’re clear on individual responsibilities

· Reserve facilities (include time before/after service for prep & clean-up

· Ensure adequate seating is available – obtain attendance estimate from family

· Determine if rental of additional chairs is needed

· Ensure facilities have handicapped access/restrooms

· Ensure someone has a facilities key on the day of service

· Work with minister(s) or service lead(s) and family to develop Order of Service

· Obtain a picture of the deceased to include in the OoS, if desired

· Identify:

· Speaker(s)

· Readings/Prayers

· Music (if live music, identify and schedule performers – Mary Ann might have recommendations)

· Printer for OoS

· Charities (in lieu of flowers, if preferred by the family)

· Determine and order decorations/flowers

· Identify table/chair layout

· Tim Kelly has sample floor plans for UUCR sanctuary

· Identify food/drink requirements (family to reimburse)

· Linda Holloway owns a silver punch bowl and excellent punch recipe, Judy Erickson has ice molds

· Audrey owns a second silver punch bowl, if needed

· Ask family for color/theme preference for napkins, plates, etc.

· Consider time of day with food planning (i.e., snacks or sandwiches)
· Trays of fruit, cheese and crackers generally are received best
·  include a small vegetable tray 
· Determine volunteers for food/drink ordering and pick-up

· Identify if pictures/memory books will be provided by the family

· Including computer slideshows projected on the wall

· Assist family with selection of guestbook – Hallmark has inexpensive versions

· Provide service information to webmaster/newsletter editor/Sunday OoS editor

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

· Identify other memorial service volunteers:

· Setup

· Cleanup

· Food providers

· Food/drink servers

· Traffic support

· Ushers

· Centerpieces

· Be sure a family member is at service site 1 hr prior to service, to greet early guests

Day of service:

· Bring Orders of Service

· Bring food/drinks, ice molds

· Bring (if not already available) plates, napkins, cutlery, glasses (as required)

· Make punch (coffee typically not provided, but water is)

· Bring linens,candles/candlesticks, punch bowl, water pitchers (Tom D. has these currently)

· Begin set-up at least 2 hours in advance, more if extensive set-up is required

· Seating (may require additional chair rental)

· Food/Drink Tables

· Decoration tables (for flowers, chalice, photos, memorabilia, etc.)

· Refrigerate food / drink as needed 

· Assist with traffic/seating/service coordination

· Clean-up kitchen and sanctuary/service area

· Pack up leftover food and drink for family to take home

After service:

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

· Submit reimbursement requests to family for all items purchased, including food and drink 

· Obtain wording for UUCR Memorial Plaque, if applicable
· Obtain materials from family for Memorial book (e.g., picture, obituary, role in church, etc.)

· Coordinate any memorial gifts/donations to UUCR

· Discuss lessons learned, areas for improvement

