
Information needed at time of death 
  

 
Full name of deceased  _____________________________________________  

 

Date and place of birth  _____________________________________________  

                                         (date)                               (city) 

 ____________________________________________________________  

    (county)                                                        (state) 

Father’s name  ____________________________________________________  

 

Mother’s full maiden name  _________________________________________  

 

Name of spouse  __________________________________________________  

 

Date and place of marriage  ______________________________________  

 

Usual residence of deceased  ________________________________________  

                                                 (street) 

 _______________________________________________________________  

  (city)                                                   (county)                     (state) 

Place of death  ____________________________________________________  

                          (city)                            (county)                     (state) 

 _______________________________________________________________  

  (institution or hospital) 

Social Security number  ____________________________________________  
 
Occupation/vocation  ______________________________________________  
 
Place of employment  ______________________________________________  
 
Memberships and/or special information: 

 
Church  _____________________________________________________  
 
Date of baptism  ______________________________________________  
 

Church voluntary service or veteran information  ________________________  
 
 _______________________________________________________________  
 
Education  _______________________________________________________  
 
Surviving family members (names and addresses): Spouse, parents, children, 

sisters and brothers. Number of grandchildren and great-grandchildren. 
 
 _______________________________________________________________  
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Even though I walk through the 

darkest valley, I fear no evil; 

for you are with me; 

your rod and your staff—they comfort me. 
 

Psalm 23:4 (NRSV) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Bethel College Mennonite Church 

2600 College Avenue, P.O. Box 364 

North Newton, KS 67117 

Phone:  316-283-3667   

Email:  office@bethelcollegemennonitechurch.org 

Website: bethelcollegemennonitechurch.org 

 



Funeral – Memorial Service Handbook 
Death normally finds us unprepared for the many issues and decisions 

which must be made. This guide has been prepared to help guide the 

surviving family through the first days after a death in the family. It is 

our hope that through the ministry of the church you might find comfort 

and strength in a difficult experience. 
 
What to do first? 

• Notify a pastor as soon as possible. 

• Identify the funeral home with whom you will work. 

• The doctor or hospital staff may raise the question of an autopsy and a 

decision will need to be made at that time. 

• Together with other family members, pastor and funeral director, 

determine an appropriate time for funeral/memorial services. 
 
What happens next? 

With the funeral director:  

• Personal and family information will be needed (see the back of 

this pamphlet for a typical list of items). From this information the 

funeral director will take care of newspaper announcements.  

• If choosing cremation, make sure you have contacted the church if 

you wish to purchase a columbarium niche.  

• Selection of a casket and arrangement for location of burial and/or 

special provisions as you request. 

With the pastor: 

• Plan for appropriate services of memorial. 

• You may suggest other people who should be involved, Scripture 

passages, music and hymns, poetry, etc. 

• If there are unique or special services desired, such as at the 

committal service, please tell the pastor and/or funeral director. 

Note: The pastor will check whether the deceased has left a funeral 

preplanning checklist on file at the church office. 
 
Others issues for decision: 

• Do you wish to establish a memorial fund in honor of the deceased 

and for what purpose or institution? 

• Who will prepare an obituary or family tribute? A family member or 

pastor may read this in the worship service. 

• Bulletin:  Do you wish to have a photo or design on the cover, or to 

print a life-sketch in the bulletin?  If so, please e-mail it or bring a 

copy to the church office. The Administrative Assistant will assist 

with printing the bulletin. 

• Ushering:  Church staff will make arrangements to have members of 

the congregation serve as ushers for a memorial service. If you have 

people you would like to be asked to usher, please provide names to 

the church staff. The funeral director will assume responsibility at 

funeral services unless told otherwise.  

 
On the day of the funeral/memorial service: 

• The Chapel is available on the day of the memorial service as a place for 

family to meet prior to the service. 

• Pews will be reserved for the family to be seated together during the 

service. 

• The Funeral Committee is available to serve a reception for all guests 

following the memorial service or burial (identify an approximate 

number of people who would come.)  This may be lunch at noon or 

light refreshments in the afternoon. 

Light Lunch: (Late morning memorial service) Sliced ham, cheese, 

buns or zwieback, pickles, peaches, chips, and cookies.  BCMC 

Women’s Fellowship donates the cookies and coffee is provided by 

the church. Typical cost averages $3.50 per person.     

Light refreshments: (Mid-afternoon memorial service) Cookies, 

coffee and water.  BCMC Women’s Fellowship donates the cookies; 

coffee is provided by the church (no expense to the family).   

Assorted desserts optional at family’s expense. 

• Recording:  The church will prepare one CD (audio) recording of the 

memorial/funeral service for the family. A master copy of the CD is 

kept in the church office, and additional copies may be requested at 

any time for $5 per CD.   
 
Fees: 
• PA operator: $25 fee – provides 1 CD 

• Video recording: $25 equipment fee – provides 1 DVD 

• Additional CD or DVDs: $5 each 

 

Optional honorariums (suggested amounts): 

• Pastor: $100 ($75 each if two or more pastors)  

• Organist/pianist: $75 ($25 additional if accompanying other 

musicians) 

• Other musicians: $25 to $50   

• Administrative Assistant: $25   

• Custodian: $25   

• Kitchen Fund:  $50-100 for consumable supplies 
 

Fees/honorariums may be combined and paid to BCMC in one check, 

and BCMC will distribute payments as needed.  The BCMC church 

administrative assistant will prepare an invoice for the family. 


