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United States Volunteers 

Military Honors Ceremonies

Standard Operating Procedures

(Chaplains Guide)

Fall 2006
General: [SLIDE #1]

The following Standard Operating Procedure is designed to give United States Volunteer (USV) Chaplains a guide as to the conduct of Military Honors Ceremonies (MHC) particularly at the National Cemeteries.

ELEMENTS OF THE CEREMONY:


A full USV Honors Ceremony has the following personnel and equipment on hand for the service:

1.) [SLIDE #2] Service Flag of the person being honored 
2.) [SLIDE #3] Minimum of 3/ Maximum of 8 Riflemen w/ blank ammunition

3.) [SLIDE #4] Bugler, or electronic bugle

4.) [SLIDE #5] Ceremonial flag for presentation

Optional:

1.)  3 Expended rounded for presenting (informally) to next of kin ie. grandkids, etc.

2.)  Presentation Copy of the "13 folds"

3.)  USV Coins for uniformed personnel who are present and in uniform
 [SLIDE #6]
Upon Arrival at the National Cemetery:
1.) The OIC (Chaplain) or Chaplains Assistant lists those present for duty

2.) The OIC (Chaplain) coordinates with the National Guard members present to determine who will be folding and presenting the flag

3.) OIC (Chaplain) makes duty assignments for NCOIC of Firing Detail, Pall Bearers, Flag presentation, Escort, etc.

4.) OIC discusses procedures, order of service, and timing between the religious portion and Military portion of the ceremony

Order of Service: (Outdoors)

1.) [SLIDE #7] When notified that the funeral party is en route from the assembly point near the office  the command will be given to “Fall In”.

2.) [SLIDE #8] The Firing Detail “falls in” on their position, the bugler takes his position, and the Chaplain, Escorts and Pall Bearers “fall in” at curbside preparing to meet the hearse or vehicle bearing the remains. Chaplain and escorts shall be to the left and separated from the Pall Bearers.
3.) As the Vehicle bearing the remains approaches the commands will be given:

a. Detail Attention

b. Present Arms

c. Order Arms

d. Post

4.) [SLIDE #9] Pall Bearers then remove remains, and place flag over casket (if applicable)
5.) [SLIDE #10] Chaplain and escort stand fast until the National Cemetery Representative identifies the recipient of the flag, and finds out what is the religious preference of the family, if there is clergy present on behalf of the family. If there is the Chaplain will coordinate with the clergy member. The Chaplain is still in charge and will conduct the military portion of the ceremony.  The Chaplain will fall in to the front of the remains, 
[SLIDE #11] and when ready shall lead the procession to the place of Honor

6.) [SLIDE #12] Pall Bearers post to a position near the casket or urn

7.) [SLIDE #13] Chaplain welcomes those in attendance. The Chaplain begins the ceremony and introduces the clergy member and invites them to conduct the religious portion. (If applicable) (See Section 2 for elements of the Welcome and sample introduction)

8.) Chaplain conducts the appropriate religious service (See Appendix B for proper elements of each religion)
9.) Upon completion of the religious portion of the ceremony, Chaplain then turns over the Military Portion of the ceremony to the NCOIC/OIC. 
10.) [SLIDE #14] NCOIC/OIC then signals the NCOIC of the Firing Party. The recommended method for doing this is for the Chaplain to come out front in clear view of the Firing Detail NCOIC, come to the position of Attention, and turn their head in the direction of the NCOIC and nod or point with the WHOLE HAND. (Do NOT point a finger) [note: the more Chaplains and NCOIC’s work with each other the less obvious the signal to begin the Military Portion will be]
11.)    [SLIDE #15] Firing party then fires the Salute with three volleys.
12.) [SLIDE #16] The NCOIC of the Flag Folding Detail will then issue the command “detail post”. At this time the Folding Detail will take their positions at opposite ends of the casket. If the remains are inurned, the detail will unfold the flag and hold it at shoulder height during the playing of Taps.

13.)    [SLIDE #17] The NCOIC will then give the command “Present Arms”, and the Chaplain will ask those in attendance to rise for the playing of Taps. At the conclusion of Taps He then ask those in attendance to be seated.

14.) Bugler plays Taps.

15.) Upon completion of Taps Chaplain seats attendees, takes his position at the podium and prepares to read “Why The American Flag Is Folded Thirteen Times”

16.) [SLIDE #18] As Flag Folders begin to conduct the folding of the flag, Chaplain reads the 13 Folds. (Note: if the remains are inurned a folded flag usually accompanies the remains. In this case the flag will be unfolded and refolded for ceremonial purposes)
17.) Upon completion of the folding, the flag is passed on to the presenter. At the passing of the Flag to the Presenter he or she will execute a ceremonial salute to the Flag.  Upon completion of the passing of the folded Flag the Folder will execute a ceremonial salute, face about and retake his position in formation with the Pall Bearers.
18.) The presenter then presents the flag to the next of kin using the DoD monologue as prescribed in the governing FM?
19.) The Chaplain then concludes the ceremony with a final prayer and blessing “Religious affiliation appropriate”, and proceeds to give final condolences to the next of kin.

20.) Cemetery representative dismisses the attendees

21.) During the dismissal the Pall Bearers shall be given the command “Post” and take their positions next to the casket or urn. The command “Forward march” shall then be given and the Pall bearers will proceed to escort the casket or urn to hearse or vehicle transporting remains to burial plot.

22.) It is recommended that the Chaplain then bring over the three expended shells and copy of the “13 Folds” to Flag recipient at this time.
Order of Service: (Indoors)

General:

We are often called upon to do memorial services without the remains present. This is just as significant to the loved ones as is the actual committal ceremony or Military Honors Ceremony.  In this type of environment it is extremely important to remember that we are there for them, they are not there for us.  Often there will be unusual circumstances where strict protocol will not be followed. Some instances may include other service clubs that would like to participate in the service. Some guidelines that should be followed are as follows:

1.) Military Honors ALWAYS takes precedence and is the controlling authority. If that is not the case the loved ones need to know in advance that we will not be presenting the flag at that time, nor will taps be played or the firing of a salute be executed. These elements are sacred to us and they must be done in the context of a military operation.  If the loved ones would like a service club to make a presentation during our ceremony that is fine, the chaplain can work it into the “sermon” portion of the ceremony. However, the chaplain will maintain control over the service at all times. He or she will call upon the presenters, and have the dais handed back to them at the end of the presentation. 

2.) At an indoor service the firing party shall be posted near a door or window so the NOCIC of the Firing Detail can hear the cues for the firing and playing of taps.

3.) When there are no remains over which the American Flag is draped the Flag may be left folded.

4.) At the conclusion of the reading of the Thirteen Folds the Chaplain shall pass the Flag to the presenter executing a 9 second ceremonial hand salute. (3 seconds up to the brim, 3 second hold, 3 second lowering to the side)
5.) The presenter shall proceed to the recipient of the Flag and deliver it while saying the words of gratitude as prescribed by DoD regulations.

6.) Upon completion the Chaplain shall then walk over to the family and extend condolences on behalf of the military contingent, return to the podium and say the final benediction and dismiss those in attendance.

These are meant to be guidelines to be followed as closely as possible. However, it is recognized that we are in an emotional event for the families. If there is a need to adjust to their wishes we shall, at all times, make the effort to accommodate their needs.  

The Chaplain is in charge of the ceremony. Therefore it is the Chaplain’s responsibility to ensure that all parties are trained in the positions they are taking for each event. This includes the presenter of the Flag. It is recommended that the Chaplain rehearse the presenter before the presentation of the flag, before the ceremony begins.
