
Notification of death 1. – Call is placed to NHBC
Call is directed to Rev. Jerry & Pastor Downing

Notification is made to Congregation by Office 
Administrator.

Church/Rev. Jerry will be  
contacted when a NHBC 

member passes

2. Family
Pastor Downing 

contacts the 
family- brings 

instruction packet

4. Availability 

3. Request

Family requests 
Date/Time for 

serviceRev. Jerry checks availability 
of space at NHBC & contacts 

necessary staff members.

5. Order of Service
Pastor Downing meets with Family and creates 
the Order of Service, directs family to schedule 

of separate meeting between family and 
Jennifer Keel to finalize music.

6. Office Administrator 
contacts:

Music Ministry, Ushers, Deacons  
Condolence Committee, Security

7. Confirm
Family confirms 
date/time and 

takes completed 
Order of Service 

to Mortuary 

8. Program

Mortuary prints 
service program –
Jennfier forwards 

to Rodney & 
MCAM

9. NHBC Day of Service

Rev. Jerry, a Deacon or Voluteer
will meet the mortuary at NHBC 

when it’s time to bring the 
Casket/Urn into the Church

10. Set up
Mortuary sets up Casket/Urn, 

Flowers etc. 

11. Service
Funeral Service takes place 12 a. 

Repast  if 
scheduled –
Need on-site 

contact for set 
up, cooking 

etc. 

12 b. 

To the 
cemetery if 
appropriate 

NOTES: Music Ministry will contact Family. 
Deacons are contacted in case there is a need 
for Pall Bearers. Security is contacted if there is 
a need for providing access  early and/or 
Parking lot patrol 

This flow chart is for member 
funerals – nonmember chart 
presented separately 

Funeral 
Planning & 
Execution Flow
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