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Mission Statement

When the death of a loved one occurs, we recognize that there are a number of plans & decisions that must be made in a short period of time. Our goal here at Believers Temple is to make the Funeral Arrangement process as easy and stress free as possible using the following procedures outlined below, and with your full cooperation, we can guarantee that your needs will be meet with quality, excellence and with our deepest regards.

Guidelines
MEMBERS:

· We will provide services at no charge for faithful tithe paying members, flowers, and condolence for immediate family members only. Immediate family members refer to Parents, Spouse, Children, Siblings, Grandparents and Grandchildren.

· Other relatives, i.e. Aunts, Uncles, Nieces, Nephews, and cousins can reasonably be expected to pay a fee. We will provide an ordained minister to officiate the service and deliver the eulogy.

· Upon request from the family, another minister may deliver the eulogy, but only with the approval of the Pastor. We must be provided with the minister’s name, position within his church/church affiliation and contact information.

· We must receive a copy of the program outline for approval prior to printing. 
· The coordinator will also communicate with the family to explain the services that BTWF provide in support of funerals and to coordinate with the office the needs of the family being served.

· Respectfully, all funerals services will be subject to a pre-viewing of their deceased love ones during the processional. 

· We will provide a monetary love token of $150.00 or food for the repast. The FLC can accommodate approximately 175 people.
· A Lay Pastor/Senior Elder or associate minister is in charge of the pulpit for funerals.

· It is essential that there be representation from the Usher & Health Ministries at all funerals.

NON-MEMBERS

· Services for non-members must be approved and a fee is required. Fee for non-members is $500.00 (Youth Church) and $750 (FLC).
·  If a repast is requested and if approved there will be an additional $150.00 fee for the usage of the FLC. The FLC will accommodate up to 175 people.
· The funeral or memorial unless under special circumstances, should last no longer than 2 hours.  All special music, tributes, or readings should be on the program and kept within the allotted time of 2 hours.

Procedures

FUNERALS ON-SITE

1. Calls are received in the office (front desk receptionist) from family of deceased.

2. Receptionist completes intake form, confirms whether he/she is a tithe paying member or non-member. 
3. Administration will check Bishop’s Scott calendar for his availability and his approval, even if another minister is requested to deliver the eulogy.

4. Bishop Scott replies to Administration with confirmation.

5. Administration will forward Bishop Scott’s decision to Senior Elder.

6. Senior Elder contacts the family for confirmation of services and accurate spelling of names.  She/he will also contact the Funeral Home for verification and any additional information needed.

7. Senior Elder approves details and authorizes Administration to send out communication to ministers, staff, and key leaders.  

a. If a repast has been approved, call church Administration. Contact the Deacon if the service will be held on a Monday - Saturday.

8. Condolence letters will be administered by Lay Pastor/Senior Elder.  Condolences will be personalized for each family.

9. Funeral Services held at BTWF will be facilitated by the minister in charge unless assistance from Administration is requested.
FUNERALS OFF-SITE
1. Senior Elder will retrieve all pertinent information in regards to the deceased, confirms whether he/she is a member or non-member through Administration.
2. The Senior Elder will call the funeral home to verify the information received, location, time, and date.
3. Senior Elder approves details and authorizes Administration to send out communication to ministers, staff, and key leaders.  
a. If flowers are needed (see Guideline/Members), and the funeral is in-state, the Senior Elder will place the order on behalf of BTWF.
b. If flowers are needed, and the funeral is out-of-state, the Senior Elder will contact florist. Contact numbers, account numbers, and tax I.D numbers can be obtained from Administration, along with the type of flowers BTWF normally ordered. 
The Pastor reserves the right to make executive decisions as he deems in matters concerning policy and procedures of Believers Temple Word Fellowship. Respectfully Believers Temple will not be financially responsible for family member’s funeral arrangements. 
