Administrative Procedures

Cemetery Committee

Richwood United Methodist Church
August, 2010
Purpose:   The cemetery committee was formed to oversee and administer activities relating specifically to the cemetery.  These activities include sale of lots, issuing deeds, internments, finances, reports and maintenance. This document defines the policies and procedures that will be used to efficiently administer cemetery activities.  It does not set forth cemetery rules and regulations.  Cemetery rules and regulations were published in a separate document.
Authority:  The cemetery committee is amenable to the Trustees of the Richwood United Methodist Church.  The Richwood United Methodist Church has been granted authority to operate a cemetery in accordance with NJS Title 8A by the State of New Jersey Department of Banking New Jersey Cemetery Board. The certificate of authority Number is 306.
Organization:  The cemetery committee shall be organized from volunteers that are nominated and elected by the Committee on Lay Leadership and approved by the Annual Charge Conference.  The committee shall consist of a Secretary, Treasurer, Primary Custodian and Alternate Custodian when fully staffed.  Normally, the Secretary will serve as the Chairman of the committee.  The duties of each are described in this document.

Rules and Regulations for the cemetery are published in a separate document.

Duties of the cemetery committee:

Chairman/Secretary:

1. Advises the Trustees on matters pertaining to the cemetery.
2. Provides general committee oversight.

3. Facilitates committee activities.
4. Seeks suitable volunteers for committee vacancies.
5. Prepares and issues deeds.
6. Records transfers ownership of lots
7. Maintains cemetery records.
8. Prepares correspondence and reports. 

Treasurer:

1. Maintains the checking account for the cemetery.

2. Receives and disperses funds for the cemetery.

3. Forwards death certificates to the township

4. Oversees the Cemetery Maintenance and Preservation (M&P) Trust Fund.
5. Prepares the Annual Maintenance and Preservation Fund report

6. Makes monthly payments (when required) to the M&P Trust Fund.
7. Prepares financial reports when required or requested by the Trustees.
Primary and alternate Custodian
1. Arrangements for the sale of lots

2. Arrangements for interments
3. Obtains a copy of the death certificate

4. Arrangements for monuments and memorials
5. Arrangements for cemetery maintenance

6. Maintains the master cemetery map
7. Sale of Lots:  The primary and alternate Custodians are authorized to sell cemetery lots.  The Custodian shall verify availability of the selected lot.  For each lot sold, the custodian shall obtain the required information (see Attachment A) and collect the payment for the lot.  The Custodian is will pass the payment and information to the Treasurer and the Custodian will make appropriate entries on the cemetery map.
Deeds:  The Secretary shall prepare the deed after a lot is sold.  The deed must be signed by the President and Secretary of the Trustees and their signatures must be notarized.  Deeds should be forwarded to the purchaser within 30 days.  Deed stubs are retained by the Secretary.
Transfer of Lot Ownership:   The Secretary shall ensure that the transfer is completed in accordance with NJ laws governing ownership and transfer of lots.  Given a transfer, the Secretary will ensure that the cemetery map and records are appropriately updated.
Maintenance of Cemetery Records:  The Secretary shall maintain the master data base, copies of reports, deed stubs and relevant correspondence.  The Custodian shall maintain the master diagram of the cemetery.  The Treasurer shall maintain financial records and reports.
Maintenance and Preservation Fund: 
a. 15% of the gross sales price for each lot shall be deposited into the Maintenance and Preservation Fund.

b. Should a lot be resold, 15% of the gross resale price minus any amount previously paid shall be deposited into the Maintenance and Preservation Fund.
c. $25 from the charge for burial or placement of cremated human remains shall be deposited into the Maintenance and Preservation Fund.
d. 10% of the gross sale price for the Memorial surface area charge, or $20, whichever is more, shall be deposited into the Maintenance and Preservation fund.

e. Interest income from the Maintenance and Preservation Fund may be used for cemetery maintenance.  Capital gains shall be retained as principal of the Maintenance and Preservation Fund.
Internments:  A primary or alternate Custodian shall be the focal for all internments.  The Record of Sale/Burial form (Attachment A) shall be used to facilitate coordination between committee members.  The Custodian must ensure that fees are collected prior to initiation of burial activities.  Attachment B provides a list of fees for the cemetery.
ATTACHMENTS:

   A  Form-- Record of Sale
   B  Richwood United Methodist Church Cemetery Prices
ATTACHMENT A

Record of Sale

Date of sale:  ________________      Amount Paid:__________________

Full Name __________________________________________________

Address:_____________________________________________

             ______________________________________________

Phone Number(s)_____________________________________________

Name of co-owner(s) if any:   ____________________________________





____________________________________





____________________________________

Lot#__________   Plot(s) A, B, C, D, E, F   Circle Plots sold

Comments if any:  ​​​​​​​​​​​​​​​​​​​​​​​​​​________________________________________________

​​​​​​​​​​​​​​​​​​​​_______________________________________________________________

Cemetery Representative Initiating the Sale:  ___________________________

Distribution:
Original to purchaser

1 copy to Chairman/Secretary for Deed Preparation

            1 copy and check to Treasurer 


1 copy to custodian 

ATTACHMENT B
Richwood United Methodist Church Cemetery Prices
Lots:  $600
Double Lots:  $1,000.00, each additional adjoining lot is $500.

Surface area charge for memorials:  50 cents per square inch measured at the base of the memorial.

Internment charge:  $100 
Note:  grave opening and closing fees are normally assessed by the mortuary)
No Crypts

No Niches

Effective date:  May 1st, 2006
