January 11, 2016

Memorial Committee Policies and Procedures
Purpose:
The Memorial Committee (MC) establishes policy and provides operational oversight for
the Accotink Memorials to include the Tree of Remembrance and the Memorial and
Meditation Garden.
Enclosures:
1. Memorial Garden Schematic Design, Revised Option 2A, April 7, 2015
2. Accotink Unitarian Universalist Church Memorial Committee Charter dated 3
December 2014
Scope of Authority:
In accordance with enclosure 2, the MC will establish policies and develop
implementing procedures regarding eligibility for memorialized at AUUC, and provide
oversight and management for all matters related to the funding, design, construction,
operation, maintenance and/or expansion of the Memorial and Meditation Garden, the
Tree of Remembrance and related products and services. The MC will review the
policies and procedures and update this document at least annually. Approval of the
AUUC Board of Directors (BOD) is required for the following:
1. Selection of the Memorial Committee chairperson.
2. Changes to the Memorial Committee Charter dated 3 December 2014.
3. Changes to the footprint of the Memorial and Meditation Garden.
4. Placing contracts with suppliers of goods or services.
5. Applications for memorialization eligibility.
Definitions:
1. Member: Anyone who has signed the Accotink Unitarian Universalist Church
membership book.
2. Immediate Family Member: A current or former spouse of a member or a person
who is a child of a member though blood, marriage or adoption.
3. Donor Options: Methods by which an individual, group or organization can
provide financial support to design, construct and operate the Accotink
Memorials. Those donating at certain levels receive specific and lasting
recognition for their financial support.
4. Tree of Remembrance: A bronze tree trunk with branches that has individual
leaves inscribed with words provided by the purchaser of each leaf to
memorialize one or more individuals.
5. Memorial and Meditation Garden: A quiet and reflective place that contains 1) a
wall with one or more bronze plaques containing bronze name plates used to
memorialize individuals and 2) one or more columbaria with bronze cover plates
used to memorialize individuals whose ashes are therein interred.
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Committee Membership:
The Memorial Committee will consist of from 3 - 6 AUUC members, one of whom will be
selected by the vote of the other members to act as chairperson of the committee upon
approval by the AUUC BOD. Additional individuals may be added to the committee, as
needed, to provide specialized expertise. The Memorial Committee shall maintain a
succession plan to ensure leadership continuity and retention of corporate memory.
Eligibility for Memorialization:
AUUC members and their immediate family members are eligible to be memorialized on
the Tree of Remembrance and in the Memorial and Meditation Garden. Individuals who
are not members or immediate family members of a member may request an exception
to this policy by submitting an Application for Memorialization Eligibility form
(Attachment MC-1) to the Memorial Committee. The Memorial Committee will: 1)
review the form and make a recommendation to the AUUC BOD, 2) present the request
to the AUUC BOD for approval and 3) communicate the AUUC BOD decision to
originator.
Tree of Remembrance:
Leaves engraved with the names of those to be memorialized, regardless of where their
remains are located, can be mounted on the Bronze Tree of Remembrance within the
AUUC church building. The inscription can be a maximum of 4 lines with no more than
20 characters per line. An example of an engraved leaf and the cost for this memorial
service is at Attachment MC-2.
Individuals donating money for the Memorialization Program at the Donor Level
(Attachment MC-3) will be recognized on a Plaque near the Tree of Remembrance.
Memorial and Meditation Garden: The Memorial and Meditation Garden is situated on
Church property, near the main building and the lower parking area. This sanctuary,
nestled in a grove of greenery and open to the sky, the sun and the rain, gives us a
place to 1) memorialize the deceased, 2) give comfort to the living, 3) serve as a formal
ceremonial gathering place for memorial services which may include interring cremains
in the garden or scattering cremains elsewhere on church grounds and/or 4) conduct
periodic services to remember deceased church members, family and friends. Those
interred, or simply honored within the Garden, become a permanent part of the church’s
presence and its living memory. Since it is a place of reflection, activities which detract
from this primary mission are not permitted within the Garden.
There are two ways an individual can be memorialized in the Memorial and Meditation
Garden:
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1. Plates engraved with the name and dates of those to be memorialized
(Attachment MC-2), regardless of where their remains are located, can be
mounted on a bronze plaque on the memorial wall in the Garden. This option
entitles the cremains to be scattered on church property in an area designated
by the AUUC BOD (Attachment MC-4). The plates are allocated from top to
bottom by column as they are purchased. When two or more plates are
purchased at the same time, the Memorial Committee will ensure they can be
mounted adjacent to one another in the same column. The cost for this
memorial service is listed in the fee sheet at Attachment MC-2.
2. Cremains can be interred in a Memorial and Meditation Garden columbarium.
The interment niches will be covered by an engraved cover plate (Attachment
MC-2) bearing the individual’s name and dates. The interment niches are
allocated from left to right by row as they are purchased. When two or more
interment niches are purchased at the same time, the Memorial Committee will
ensure they are collocated in the same row. The cost for this memorial service
is listed in the fee sheet at Attachment MC-2.
Once plates or interment niches have been purchased, they cannot be returned to
AUUC for a refund. However, they can be transferred to a third party as long as the
third party is otherwise eligible for memorialization at AUUC. In order to facilitate
transfers, the Memorial Committee will reallocate plate or niche assignments if possible.
Individuals donating money at the Benefactor level for the construction of the Memorial
and Meditation Garden will be recognized on a Benefactor Plaque at the entrance to the
Memorial and Meditation Garden (Attachment MC-3).
Finances:
Memorial Committee funds are “Off-Budget” monies that are used exclusively by the
Memorial Committee to operate the memorialization program at AUUC.
1. Memorial Committee funds are used to:
a. Design, build, operate and maintain the Memorial and Meditation Garden
b. Acquire, install and maintain the Tree of Remembrance including the
trunk, branches and leaves that comprise the tree and the environment
that surrounds the tree.
c. Acquire, install and maintain plaques that recognize individuals, groups
and/or organizations that provide specific levels of financial support to the
AUUC Memorialization Program.
d. Purchase all items and services needed to operate the Memorial and
Meditation Garden, the Tree of Remembrance and donor recognition
plaques.
2. Memorial Committee funds reside in one of two accounts:
a. A checking account which can be accessed by both the Memorial
Committee and the AUUC Finance Committee for the purpose of tracking
deposits and disbursements. Only the Memorial Committee can make
disbursements from this account.
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b. A Vanguard investment account which is managed by the AUUC
Endowment Committee. Monies are deposited to or withdrawn from this
account to meet Memorial Committee expenses. The AUUC Endowment
Committee has access to this account and can track all deposits and
disbursements. Disbursements from this account are to the Memorial
Committee checking account.
3. Sources of Memorial Committee funds:
a. Donations made by individuals, groups or organizations with or without
formal recognition on a plaque near the Tree of Remembrance in the
church or at the entry of the Memorial and Meditation Garden.
b. Purchase of memorialization services:
 Placing leaves on the Tree of Remembrance
 Placing name plates on the plaque in the Memorial and Meditation
Garden
 Interring cremains in the columbarium in the Memorial and
Meditation Garden
d. The donor recognition amounts and the fees for the different
memorialization options listed in Attachments MC-2 & 3 may be adjusted
to ensure the health of the Memorialization Fund so it can meet its
objectives as listed immediately above.
e. Individuals wishing to donate money to the AUUC Memorial fund do so
by contacting a member of the MC and using a Donor Recognition
Request Form (Attachment MC-3). Individuals wishing to purchase a
memorialization service do so by contacting a member of the MC and
using a Memorial Option Selection and Service Request Form
(Attachment MC-2).

Record Keeping: The MC is responsible for maintaining the following records:
1. Completed Donor Recognition Request Forms.
2. Memorial Option Selection and Service Request Forms.
3. The location of each purchased plate and interment slot.
4. Monies received [who, when, how much, why].
5. Monies spent [who, when, how much, why].
Annual Report:
The Memorial Committee shall prepare and provide a report to the AUUC administrator
for inclusion in the AUUC Annual Report to the congregation that describes the
committee’s accomplishments during the reporting period. The AUUC BOD establishes
the submission date for all AUUC Annual Report inputs.
Communications:
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1. Congregational Communications: The MC will utilize established AUUC
publications and other communications methods (e.g., newsletter, This Week,
emails, etc.) to keep the congregation informed of the status and operations of
the Accotink Memorials.
2. Informational Materials: The MC will draft informational materials (e.g.,
brochures, fact sheets, fee schedules), review and update on a regular basis,
and make copies available to the congregation.
Enclosures:
1. Memorial Garden Schematic Design, Revised Option 2A, April 7, 2015
2. Accotink Unitarian Universalist Church Memorial Committee Charter dated 3
December 2014
Attachments:
1. Application for Memorialization Eligibility
2. Memorial Option Selection and Service Request Form with examples of an
engraved leaf for the Tree of Remembrance and Memorialization Plates to be
Mounted on a Bronze Plaque on the Memorial Wall in the Garden and Cover
Plates for Interment Niches
3. Donor Recognition Request Form
4. AUUC Property Where Cremains can be Scattered
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