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HOLY TRINITY EVANGELICAL LUTHERAN CHURCH
Funeral/Memorial Service Planning


Deceased’s Full Name as it to be printed ____________________________________________________

Nick Name for bulletin (if used) ___________________________________________________________

Date of Birth ___________________________   Date of Death __________________________________

Family Representative__________________________________________________________________ 

Family Representative Email_____________________________________________________________ 
Family Representative Contact Number C______________________ H____________________________ 
Funeral Home handling arrangements_______________________________________________________
Visitation: Yes _______
No _______  (where and when) __________________________________________

--------------------------------------------------------------------------------------------------------------------------------------------------------------------

Is preplanned service information on file in church office:
  Y_____  N______

Funeral/Memorial Service Date _____________________________________________  Time _____________________


* Is Online Streaming Requested _____ Y  _____ N  (limited availability)  Staff Name: __________________________
* Are ProPresenter Slides Needed  _____ Y  _____ N  (Must produce information for Music Director to input)

Funeral Service with  _____ Casket     _____Cremains    or   Memorial Service only _____   

Principal Musician:  _____________________________________________________________________
Officiating Pastor(s):  ____________________________________________________________________

HT Building Open at (time)  ______________ 
Opened by:  _________________________________

HT Building Close at (time)   ______________ 
 Locked by:  __________________________________

(Church Representative should consult Service Check List attached for detailed instructions on set up)

____Casket to arrive by (time) ______________________________________________________________________
(Casket should be brought into Sanctuary through side entrance and placed horizonal in front of Altar)
____Cremains to arrive by (time)____________________________________________________________________

(Cremains will be placed on a Small Table in front of the Altar and covered with a Pall, provided by church)
____Burial ____Interment (when and where) __________________________________________________________

Service:  Bulletin Biography: Y____  N____   # of bulletins to print _______  Will you provide Picture Y_____ N_____
(place bulletins on stands outside or sanctuary doors for ushers)

*Memorabilia/Picture display: Y_____  N______    Floor easel______    Table easel _____  TV ______   Video_______

*Will a Guest Book be provided by family?  Yes ____   No ____ or is Church to Provide:  Yes ____  No _____

* Would like to have Ushers provided: ( ) Yes  ( ) No 
Usher Names: ________________________________________

Flowers: “In lieu of flowers notice” cause or nonprofit recipient(s) ____________________________________________
 Flowers?  Y_____   N______   Provided by:  ______________________________________________________________
Flowers delivered will be placed in Narthex unless otherwise directed. (May be delivered 1 hour prior to service)
Following Service what would you like to have done with Flowers?  _____________________________________________
Flowers should be removed by family immediately following service unless otherwise directed.

Reception:  Would you like to reserve the Fellowship Hall at the church for a Reception?
Y _____  N _____ 


Do you have a cater or would you like to request help from the church hospitality team? _________________


Name and Contact of Caterer:  _______________________________________________________________

If you would like for the church to provide help with a small reception, please contact our church administrator to reserve the date, room and time and our Hospitality Chairperson to discuss and coordinate reception set/up and menu.

Time of Reception: ___________   Reception Set up time ______________    Clean up time _________________

(Fellowship Hall tables will be set up and taken down by Facilities Manager) all other set up and cleanup will be the responsibility of family unless otherwise directed. (Receptions are limited to a 4-hour maximum which includes the time for setup & cleanup)

Family Contact for Reception: _______________________________  #_____________________________

Other information or Special Needs Requested:  _________________________________________________

 ** Indicates optional or changeable service portions

Prelude  
Thanksgiving for Baptism 
Greeting 
 Hymn  _____________________________________________________________________________ ELW#_____
 Prayer of the Day 
**Words of Remembrance (Optional- 5 Minutes total)___________________________________(name of speaker)
  **First Reading (Optional; Old Testament selection)___________________________________________________ 
 Psalm ________________________________________________________________________________________  **Second Reading (Optional; Epistle or New Testament selection)________________________________________ 
 Gospel Reading (Gospel selection)__________________________________________________________________
Homily 
**Hymn (or Solo if desired) _____________________________________________________________ ELW#_____
Creed 
Prayers of Intercession 
Lord’s Prayer 
____**Commendation (only if casket or cremains are present)
Blessing and Sending
Hymn ______________________________________________________________________________ ELW#_____
Postlude 

Officiating Pastor (s) _____________________________________________________________________

Principal Musician _______________________________________________________________________

Reader (name(s)_________________________________________________________________________
Live Stream Director: (if required) ___________________________________________________________
ProPresenter Management: (if required) _____________________________________________________ 
Church Ushers __________________________________________________________________________
Reception Coordinator Contacted (  ) Yes   (  ) No  Name:  ________________________________________

Special Setup Requirements outside of regular scope:  __________________________________________
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HOLY TRINITY EVANGELICAL LUTHERAN CHURCH

FUNERAL, MEMORIAL and RECEPTION FEES

Deposit  *Refundable 
Active Members (Members, parents, and children of members)…………………………………………………….……No Fee
Guests…………………………………………………………………………………………….……………………………$150.00
*Due at the time the space is reserved.  Refunded 2 weeks after the event if there is no damage and all policies are respected.

Fee is made payable to Holy Trinity Evangelical Lutheran Church.

Sanctuary Use

Active Members (Members, parents, and children of members)………………………..………….……….…….……….No Fee
Guests (service only)…………………………………………….……………………..……………….......................….$150.00

Fee is made payable to Holy Trinity Evangelical Lutheran Church.

Reception Space Use   Fees are made payable to Holy Trinity Evangelical Lutheran Church.

While hosting a reception is acceptable, receptions are not required.  The church office is not responsible for hosting or coordinating receptions.  The responsibility for hosting the reception is up to the family.  If a reception is desired, refreshments may be handled two ways:  Members of the church you may contact a representative of the Hospitality Ministry to coordinate refreshments as well as discuss set up and clean up which, will be your responsibility.  Members and Non-members may also hire a professional caterer for receptions with certain restrictions and guidelines as set forth for the use of the fellowship hall or upper room including set up and clean up.

Active Members (Members, parents and children of members)

-Fellowship Hall/Kitchen (5 hour maximum, including set up/clean up) ….…...………………………………………. No Fee
-Upper Room/Kitchen (5 hour  maximum, including set up/clean up) …………..…….….…………….….………....…No Fee

Guests 
-Fellowship Hall/Kitchen (5 hour  maximum, including set up/clean up)……..…………….…………………….….. $250.00

-Upper Room/Kitchen (5 hour maximum, including set up/clean up)………….…..……….…………................… $350.00
Pastor Fees
No designated amount.  Any amount is at the discretion of the bereaved ……………………………$ _____ 

Organist Fees

Funeral/Memorial Consultation and Service ……………………………….…………………………$250.00

Fees are made payable to Thomas Eisnor.  Cell: 508-963-4624 (check or cash)
Staff Fees
Facilities Manager

Active Members (Members, parents, and children of members)…………………………………………………….….…No Fee
Guests…………………………………………………………………………………………….………………………………$75.00
Fees is made payable to our Facilities Manager.

AV Booth & Church Administrator – (Only if Applicable)
Active Members (Members, parents, and children of members)…………………………………………………….….…No Fee
Guests…………………………………………………………………………………………………….………...…………….$75.00
Fees is made payable to our Church Administrator.

FUNERAL FEES ARE DUE THE DAY OF THE SERVICE.
Questions? Contact the Church Administrator at 770-971-4600, or email sfiles@holytrinitymarietta.org. The Facilities Manager and Church Administrator will work behind the scenes to ensure the set-up of the service and the break down as directed in the funeral check list. Pastor and Music Ministry Director will be available before, during and after the service to assist with family or facility needs.  

Holy Trinity Evangelical Lutheran Church

2922 Sandy Plains Road, Marietta, Georgia 30080

www.holytrinitymarietta.org
FOR OFFICE USE:
Funeral Service Check List:

Follow the guidelines regarding Building Preparation as well as items on this check list to ensure Funeral Services are set up and run smoothly.  (attached)

Check List:
(Music Director/Funeral Coordinator & Facilities Manager)
( ) Copy of Service Plan given to Church Administrator & Office Manager immediately following meeting with family.

( ) Bulletin for Service Prepared

( ) E News Sent

If reception is to be held in the Fellowship Hall;
( ) Reception Set Up - Facilities Manager for reception if applicable with this check list.
Coordinate with Hospitality Team.
( ) Contact Hospitality Team for Reception if one is being held in Fellowship Hall. 
Hospitality  
( ) Contact Weegie Hoffman regarding set up and refreshments etc..  Hospitality coordinate with Facilities Manager.
( )  Remove fellowship tables from Fellowship Hall. – Facilities Manager
( )  Set up Long Tables in a cross pattern (see diagram)
( )  Ensure Ministry Tables are back against the walls and no empty tables present.

( )  Service Setup - Consult Setup Instructions for Building A (attached)


Facility Manager 

( ) Table & Pal Set Up at Altar for Cremains to be placed on.



Facility Manager
( ) Stands for Bulletins placed outside each door leading into sanctuary. 


Facility Manager
( ) Service Bulletin Printed and placed in Narthex on Stand outside each Sanctuary door.
 

 ( ) Pews Reserved for Family (usually the section of pews to the right as you enter sanctuary.  
     (Rope markers are located in the left drawer of the credenza located in the outer sacristy.)

( ) Insure Tissue boxes on each pew row where family will be seated.


Facility Manager
( )  15min before the service light altar candle, pulpit candles and paschal candle.
Thomas Eisnor
( ) Flower Delivery  (Time) ____________
Placement:  ___________________________
     1 large arrangement may be place on the flower stand by the pulpit.  
     All other tributes and plants may be displayed in the sanctuary, narthex or fellowship hall as instructed.   
     Photographs of the deceased may be displayed by the guest book in the narthex.

( ) Guest Book Received and put in place in Narthex prior to service. (Close Church Sign In book on Desk) Facility Manager
     Photographs of the deceased may be displayed by the guest book in the narthex.
Family
( ) Memorabilia/Picture Display in place beside Guest Book in Narthex.


Family
 ( ) Building Opened (Time) ___________
_
By:  _________________________________ (Church Administrator)
     Unlock All Entrance Doors in Building A

( ) Building Closed   (Time)  ___________
By:  _________________________________ (Church Administrator)
     Insure all Doors are locked in Building A and others opened during service.
Building preparations for Funeral/Memorial Service

Building A 
( )  Unlock exterior doors.

( )  Turn on Narthex, side hall and library lights.

( )  Turn on exterior lights (if required.)

( )  Turn on sanctuary lights (use “Prayer” setting unless directed to do otherwise).

( )  Turn on sound system (3 timers). Unmute Pastor, pulpit and altar microphones.

( )  Turn sanctuary thermostat down to 69 degrees summer or up to 70 degrees winter.

( )  Turn library & sacristy thermostat down to 69 degrees summer or up to 70 degrees winter.

( )  Turn fellowship hall thermostat to 68 degrees summer or up to 70 degrees winter if F.H. used for reception.

( )  Clear off guest sign in-desk (if there is to be a memorial book). Close military names book.

( )  Place stand at each door of sanctuary for bulletin placement. 

( )  Rope off appropriate number of pews for family (usually the section of pews to the right as you enter sanctuary from the side hall). Rope/markers are located in the left drawer of the credenza located in the outer sacristy.

( )  Place a box of tissues on each row of pews reserved. (Tissues are located in the side hall janitor’s closet.) Be sure tissues are also available in the library.

( )  Place an appropriate number of bulletins in library for family to carry into church & others placed on stands for guests.

( )  About 15 minutes before the service, light altar candles, pulpit candles, and paschal candle.


Flower guidelines:

( )  1 large arrangement may be place on the flower stand by the pulpit w/ others set up in sanctuary as directed. 
( )  All other tributes and plants may be displayed in the narthex or fellowship hall.   
( )  Photographs of the deceased displayed by the guest book in the narthex. No photographs displayed in the sanctuary. 


For Funerals With casket:
· Bring Casket in from side door and enter thru side door to Sanctuary if possible.  Otherwise, Move font to narthex (in front of window) when a casket is expected. Lift font from the upper rim only, removing the basin before moving.  It will take 4 people to move the font.

· The funeral pall is placed on the casket in the narthex then rolled into place in the sanctuary (check to see if the service is to start here.)  The pall is removed in the narthex, after the casket is taken from the sanctuary.

· The casket is placed over the Trinity floor medallion, with the deceased’s feet facing altar.

· The paschal candle stands at the foot of the casket. (altar end)

· The pall is removed in the narthex, after the casket is taken from the sanctuary.


For Funerals With cremation container:
· A short stand is placed on the floor in front of the altar rail, centered with the altar.  

· The cremains container is placed on the stand. The small pall is placed over the container.  
Ensure that the tone-on-tone pattern is facing front, right side up. 

· The paschal candle is placed behind the stand.


For memorials without remains:  A short stand is placed on the floor in front of the altar rail, centered with the altar for photo of deceased if wanted.  The font and pascal candle can remain in place (as in worship services) 
In the case of receptions in the Upper Room Building B

Ground floor / Unlock exterior door from courtyard / Turn on hall lights (including exterior if required)

Turn the thermostat in Nursery down to 70 degrees in summer or 72 in winter. 

Prop open stairwell doors leading to upper room.

2nd floor – Upper Room

Turn on hall and stairwell lights. / Open double doors to Upper Room.

Turn on Upper Room lights / Turn 4 Upper Room and 1 hallway thermostats on and down to 70 degrees.

Turn kitchen thermostat on and down to 70 degrees. / Set up appropriate tables and chairs.  
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