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FUNERAL 
CHECKLIST and RESPONSIBILITIES 

 
 

INTRODUCTION 
The Funeral Liturgy is the central liturgical celebration of the Christian community for the 
deceased.  At the Funeral Liturgy, the Church gathers with the family and friends of the 
deceased to give praise and thanks to God for Christ’s victory over sin and death, to commend 
the deceased to God’s tender mercy and compassion, and to seek strength in the proclamation 
of the Liturgy.  The Funeral Liturgy therefore, is an act of worship and not merely an expression 
of grief.  As such, when planning a memorial service at the church one must keep in mind that 
the church is a sacred place and the rite of the liturgy must always be respected. 
 
This document has been created to detail the basic expectations of the First Lutheran 
Community when conducting a Memorial Service at the church.  Any questions regarding the 
appropriateness of a family request should be directed to the Pastor. 
 
 
HONORARIUMS 
An honorarium is a payment given for professional services that are rendered.  The family should write 
individual checks for the following services and minimal suggested amount.  The church office staff will 
provide the names of the appropriate individuals or organizations: 
 Church Use:  $150.00 
 Pastor   $150.00 
 Organist:   $   85.00 

 Musician:   $   85.00 
 Military Honor Guard: $   50.00 

Please present all Honorarium checks to the Church Office no later than the day prior to the service 
See Worksheet 
See Responsibilities of Lead Host 
Refer to Funeral Worksheet on page 7 

 
 
CARE OF URN 
The urn contains the remains of the one we are gathering to pay our respects.  As such, diligent care and 
respect should be provided the urn.  The urn is usually present for the memorial service at the church.  It 
is often placed in the entrance of the church during the visitation prior to the service, then carried by a 
family member or friend during the processional and recessional of the service.  During the service the 
urn is traditionally placed on a table in the center aisle near the communion rail. 
See Responsibilities of Lead Host 

 
 
SUPPLIES AND ITEMS TO BE SUPPLIED BY FAMILY: 
1-2 Register Book(s) 
1-2 Container(s) for the collection of memorial             
offerings 

30 White envelopes for memorial offerings 
10 Pens 
12 Rubber bands 
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STAFFING REQUIREMENTS AND DUTIES FOR MEMORIAL SERVICE: 
 
STAFFING REQUIREMENTS: 

 Lead Host: Always 

 Assistant Host: Always 

 Additional Assistant Host: When funeral attendance is anticipated (50-99) 

 Additional Assistant Host: When funeral attendance is anticipated (100-150) 

 Additional Assistant Host: When funeral attendance is anticipated (more than 150) 

 
Lead Host: 
One individual shall be designated as the Lead Host.  The Lead Host should not be a member of the 
immediate family.  The Lead Host will be responsible for the overall care of the family and supervision 
and management of funeral activities, funeral attendees, and Assistant Hosts, prior to, during, and after 
the memorial service. The Pastor will has the final authority regarding the use of church facilities, the 
layout of photos, memorabilia and keepsakes, and the church rites. 
 
In order to minimize confusion, the Lead Host is the point person and all requests, questions, and needs 
should be directed to the Lead Host.  Only the Lead Host should be in direct communication with the 
church staff and pastor.  The Lead Host is responsible for communicating information directly with the 
Assistant Hosts and family members. 
 
 

AT LEAST ONE DAY PRIOR TO THE SERVICE: 
 
THE LEAD HOST MUST: 
 Contact the Church Office and provide your name, telephone number, and email address. 

 Understand and accept the expectations of the church as set out in these guidelines 

 Verify the Order of Service 

 Verify with the Church Office the time that the Lead Host and Assistant Hosts will arrive at the 
church, on the day of the service, to set-up for the service. (No later than one hour prior to the 
beginning of visitation) 

 Identify what specific items, and quantity of items, such as tables, chairs, flower stands, service 
folders, etc., will be requested from the church 

 Verify the names and dollar amount of required honorariums including: 
 Church 
 Organist 
 Musician 

 Pastor 
 Military Honor Guard 

 

 Present all Honorarium checks to the Church Office no later than the day prior to the service 
*Refer to Funeral Worksheet on page 7 
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 Become knowledgeable of the layout of the church and identify the location of the: 
 Sanctuary 
 Narthex 
 Chapel 
 Church office 
 Restrooms 

 Kitchenette 
 Elevator 
 Handicap entrance and parking 
 Parish hall for funeral luncheon 

 
 

 Understand where and when the family will need to: 
 Gather during the visitation period prior to the service 
 Gather in Chapel 15 minutes prior to the beginning of the service for family prayer with pastor 
 Gather in the Narthex at the beginning of the service prior to entering the Sanctuary 

 

 Understand the Placement and Care of the Urn including: 
 Who will be responsible for bringing the urn to the church on the day of the service 
 Where will the urn be placed during the visitation 
 Who will carry the urn during the procession into the Sanctuary 
 Who will carry the urn during the recession from the Sanctuary 
 Where will the urn be placed after the service 
 Who will be responsible for removing the urn from the church 

 

 Understand the escort and seating of family members including: 
 When the Lead Host escorts the family from the Chapel to the entrance of the Sanctuary 
 When the Lead Host escorts the family down the center aisle at the beginning of the service 
 When the Lead Host escorts the family from the reserved pews following the service 
 When the Assistant Host(s) dismiss attendees from pews following the service 

 

 Identify Reserved Pews 
 Appropriate number of pews necessary to accommodate family members 
 How the pews will be identified as “Reserved” 
 Who will be tasked with ensuring reserved pews are unoccupied and available for family 

members at the beginning of the service  
 

 Understand the Appropriate Placement of Floral Arrangements at the Memorial Service 
 Understand church guidelines on the quantity and placement of floral pieces in the front of the 

church and near the altar 
 Floral pieces should never be placed on top of the altar 
 Floral pieces shall not be placed in such a way that blocks access to the altar or pulpit 

  

 Understand the Appropriate Use of Photos and Memorabilia Displays 
 Understand church guidelines on the placement of photos and memorabilia in the front of the 

church and near the altar 
 Photos and memorabilia should never be placed on top of the altar 
 Photos and memorabilia shall not be placed in such a way that blocks access to the altar or 

pulpit 
 The primary location of photos and memorabilia displays should be in the Narthex of the church and 

placed in a way that does not interfere with the movement of attendees in and out of the Sanctuary 
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ON THE DAY OF THE SERVICE 
 
The Lead Host and Assistant Hosts should arrive at the church by the agreed time, and no later than one 
hour prior to the beginning of the visitation. 
 

PRIOR TO THE VISITATION: 
THE LEAD HOST SHALL: 

 Confer with the Pastor and review the details of the service 

 Confer with Church Office staff and review church use details 

 Conduct a walk-through with Assistant Hosts 

 Provide the Assistant Hosts with an orientation of their duties 

 Ensure the placement of a table in the Narthex for the placement of the urn during the visitation 

 Ensure the placement of a table in the Sanctuary for the placement of the urn during the service 

 Ensure there are tables in place to hold the register book(s) near the entrance of the Sanctuary 

 Ensure there are tables in place to hold envelopes and containers to receive memorial offerings 

 Ensure there are pens placed on tables with the register books and memorial offering envelopes 

 Ensure tables are arranged appropriately to display photos and memorabilia 

 Ensure the appropriate placement and display of floral tributes 

 Ensure the provision of coffee and any food requested during the visitation 

 Ensure the required number of pews are marked “Reserved” 

 Ensure the placement of tissue in the pews marked “Reserved” 

 Ensure the pews are clear of clutter 

 Ensure the Chapel is clear of clutter and has adequate seating for family members 

 
 
DURING THE VISITATION: 
THE LEAD HOST SHALL: 

 Monitor and ensure the care of the family, urn, and attendees 

 Address any questions or concerns to the pastor of church staff 

 Task Assistant Hosts to greet attendees and direct them to the register book and memorials 

 Task Assistant Hosts to monitor and ensure the security of the register book(s) and memorial 
envelopes 

 Task Assistant Host to distribute Service Folders to attendees 
 

 
FIFTEEN MINUTES PRIOR TO THE SERVICE: 
THE LEAD HOST SHALL: 

 Task Assistant Host with the seating of friends in the Sanctuary and guiding friends towards the front 
pews 

 Make an initial announcement in the Narthex that all friends are requested to be seated in the 
Sanctuary 

 Repeat the announcement for friends to be seated as needed to ensure all friends are seated by five 
minutes before the service 

 Ask the family to gather in the Chapel for prayers with the Pastor 

 Ensure that all family members are gathered in the Chapel no later than 10 minutes prior to the 
service 
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FIVE MINUTES PRIOR TO THE SERVICE: 
THE LEAD HOST SHALL: 

 Ensure all friends are seated in the Sanctuary 

 Guide family members to the entrance doors of the Sanctuary 

 Ensure the individual assigned to carry the urn is located immediately behind the pastor and ahead 
of the family 

 Ensure the individual assigned to carry the urn understands where the urn will be placed in front of 
Sanctuary 

 Ensure the individual assigned to carry the urn out after the service understands their role 
 

 
BEGINNING OF THE SERVICE 
 Pastor will have opening prayers and proceed down the aisle 

 Individual assigned to carry the urn should follow immediately behind the pastor and ahead of the 
family 

 Lead Host should escort family members down the aisle and guide them into the reserved pews 

 Lead Host should return to Narthex 
 

 
DURING THE SERVICE 
THE LEAD HOST SHALL: 

 Ensure the gathering and security of memorials and register books 

 Collect and secure all photos and memorabilia 

 Collect and discard any litter in the Narthex and Chapel 
 

 
CONCLUSION OF THE SERVICE 
THE LEAD HOST SHALL: 

 Be positioned at the front pew and ready to escort family 

 Allow Pastor to proceed down the aisle  

 Allow individual carrying the urn to follow immediately behind the pastor and ahead of the family 

 Lead and escorts family members down the aisle 

 Direct Assistant Host(s) to dismiss attendees, row by row, from pews beginning in the front 
 

 
AFTER THE MEMORIAL SERVICE 
THE LEAD HOST SHALL: 

 Ensure the security of the urn 

 Ensure the security of the memorials, register books, and memorabilia 

 Ensure the collection of any litter in the Narthex, Chapel, and Sanctuary 

 Ensure the removal of floral cards for floral pieces 

 Ensure the removal of all floral pieces from the church 

 Verify with the Pastor and Church Office that all necessary duties have been completed. 
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FUNERAL 
CHECKLIST and RESPONSIBILITIES 

WORKSHEET 
 
Service For: __________________________________  

 
Name of Lead Host: _____________________________ 

Telephone #: __________________________________ 

Email Address: _________________________________  

 
 

HONORARIUMS 
Present all Honorarium checks to the Church Office no later than the day prior to the service 
` Name on Check    Honorarium 
Church Use: First Lutheran Church    $150.00 

Pastor Rev. ______________________  $150.00 

Organist:  __________________________  $   85.00 

Musician:  __________________________  $   85.00 

Military Honor Guard: __________________________  $   50.00 

 
 

URN AND FLOWERS 

Who will carry urn in the processional:   ______________________________ 

Who will carry urn in the recessional:   ______________________________ 

Who will take urn from the church following the services: ______________________________ 

How many pews need to be reserved for the family: ______________________________ 

Who will remove flowers from the church:   ______________________________ 
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Commitment of Family 
 
 
I have designated __________________________________ as Lead Host for the memorial  
 
service for _______________________________. 
 
I understand the importance of the Funeral Checklist and Responsibilities as provided and will  
 
ask ___________________________ (Lead Host) to follow the guidelines. 
 

_______________________________ 
 

_______________________________  
Relationship to Deceased 

 
Dated:  ________________________   

 
 
 
 

 

Commitment of Lead Host 
 
 
I, _________________________________ have agreed to serve as Lead Host for the memorial  
 
services for _______________________________, 
 
I have reviewed the Funeral Checklist and Responsibilities and understand the importance of 
complying with the document and fulfilling the responsibilities of Lead Host. 
 

_________________________________  
 

Telephone #: ______________________ 
 

Dated: ___________________________ 
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If you have any questions or need any 
additional information please contact the church 
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