
State of Ohio Board of Embalmers and Funeral Directors |  Apprenticeship Program

 The following is list of tasks to be reviewed with you apprentice every six months for the during of the apprenticeship. This 
form is to be completed and submitted during termination from the apprenticeship program

Master's Checklist of Required Tasks

Apprentice's Name

Master's Name

Funeral Home

Termination Date

Transfer
Note: If funeral home uses a transfer service, apprentice should ride along or meet at point transfer

Discuss proper telephone 
technique

Take first call, obtain 
necessary information 

Prepare necessary 
transportation of remains

Obtain and prepared 
documentation for transfer 

from place of death

Direct and assist family 
members present at removal

Participate in late night/
middle of night and/or 

weekend transfers

Participate in sanitation of 
transfer vehicles

Comments
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Preparation of Body

Assist in preparation of 
embalmed and unembalmed 

remains for viewing

Assist in dressing

Assist in cosmetizing

Assist in casketing

Assist in scheduling and 
observing the beautician, 
barber, or cosmetologist

Embalming

This section DOES NOT APPLY to funeral director only apprentices 

Verify permissions to 
embalm from authorizing 

agent

Use Universal Precautions

Remove from stretcher or cot 
to preparation table

Position on preparation table

Perform pre-embalming 
analysis

Bath, shampoo, and disinfect

Discuss and select injection 
and drainage sites

Discuss and select chemical 
mixture

Discuss and select injection 
and drainage methods

Operate and maintain 
embalming machine

Perform Maintenance

Discuss and select aspiration 
techniques

Discuss and select cavity 
treatment

Discuss and select methods 
of closing injections

Discuss and select suturing 
techniques
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Perform restorative 
techniques

Clean and sanitize 
preparation room

Demonstrate knowledge of 
Pandemic Epidemic Plan

Demonstrate knowledge of 
MSDS records and OSHA 

records

Apprentices and masters are encouraged to include at least one of each of the following: Embalming and suturing of 
autopsied bodies, restorative cases, children/stillborns, tissue/organ donors

Comments

 Funeral Home Policies and Procedures

This section applies to all apprentices unless marked with an asterisk. Asterisk tasks do not apply to an embalmer only 
apprentice.

Demonstrate knowledge of 
insurance assignments, 

policies, procedures, 
practices, forms, and 

payment options for both at 
need and preneed funerals

*Demonstrate knowledge of 
payment policy billing 

procedures

Answer phone and consume 
inquires

Inventory and order supplies

* Prepare obituaries

Prepare/order memorial 
products

Complete death certificate 
using EDRS

Prepare certificate of service, 
if required

Prepare burial permit/
cremation permit using 

EDRS

Participate in day to day 
errands as they relate to the 

funeral homes' operation
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Participate in maintenance of 
the public areas of the 

funeral home and the funeral 
home vehicles

Arrangement Conferences

This section does not apply to embalmer only apprentices.

Demonstrate knowledge of 
merchandise offered by the 

funeral home

Demonstrate knowledge of 
service options available to 

families

Demonstrate knowledge of 
credit policies of the funeral 

home

Schedule time/place for 
client family meeting

Obtain necessary 
information via phone

Obtain biographical 
information 

Complete funeral 
arrangement forms, 

including statement of goods 
and services

Contact and schedule clergy

Contact cemeteries and/or 
crematories and schedule 

necessary services

Secure burial container, if 
necessary

Contact and schedule 
services of florist, musicians, 

and vocalists

Assist with special request of 
client family

Comments

Funeral Services

This section does not apply to embalmer only apprentices.

Participate in at least 25 
funeral or memorial services
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Participate in at least 50 
funeral or memorial services 

(Funeral Director Only)

Arrange Seating 

Place flowers

Arrange Music

Open/close casket

Instruct and assist pall 
bearers

Assemble funeral procession

Drive vehicles in procession

Assist, direct and/or perform 
graveside committal services

Close graveside committal 
services

Direct and instruct funeral 
attendees as they leave the 

services

Complete the post services 
process with client families

Comments

Preneed Funeral Arrangements

This section does not apply to embalmer only apprentices.

Preneed funeral 
arrangements

Observe at least 3 family 
preneed arrangements

Conduct at least 3 family 
preneed arrangements

Observe quarterly reporting 
and submission in ARPPS

Complete required 
documentation 

Perform financial 
transactions/documentation 

as required by law

Discuss funeral contract 
disclosures as required by 

law
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Cremation

This section does not apply to embalmer only apprentices.

Verify the identity of human 
remains to be cremated

Prepare remains for receiving 
crematory

Prepare required cremation 
forms 

Escort human remains to 
crematory

Observe at least 3 cremations

Observe and/or transfer 
cremated remains to 

temporary container or urn

Handle and deliver cremated 
remains per authorization 

instructions

Comments

Federal Trade Commission Requirements

This section does not apply to embalmer only apprentices.

Demonstrate knowledge of 
the FTC funeral rule

Demonstrate knowledge of 
general price list 

requirements

Comments

Veteran's Administration and Social Security

This section does not apply to embalmer only apprentices.

Prepare veteran's benefits 
paperwork

Prepare social security 
paperwork

Comments
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 Additional Training Requirements

This section does applies to all apprentices

Attend in person or by 
electronic method, one grief 

counseling/management 
seminar 

Attend in person, one state 
board meeting

Attend in person or by 
electronic method, one 

embalming seminar (topics 
can range to actual 

procedures)

OSHA Training

 Termination Forms 

Please confirm that all of the following items are complete. All termination forms must be submitted to the board no later 
than 10 days after the date of termination. Failure to submit items within 10 days could extend the apprenticeship period.

Certification of Cases (25 
funeral directing cases)

Yes No N/A

Certification of Cases (50 
funeral directing cases- 
Funeral Director Only)

Yes No N/A

Certification of Cases (25 
embalming cases)

Yes No N/A

Certification of Cases (50 
embalming cases- Embalmer 

Only)

Yes No N/A

Affidavit of additional 
training

Yes No N/A

Master's Checklist of 
Required Tasks

Yes No N/A
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	Master Checklist of Required Tasks (TEST)

	Apprentice_s_Na_TjVo6o8S5HGueMvzJ9VZLg: 
	Master_s_Name_ycnFYahn2xiCUXC--caQfQ: 
	Funeral_Home_fTcAGIMNgXd2Ym9oPmgSHg: 
	Termination_Dat_1WYNecFu98X1YAqGszsNag: 
	Discuss_proper__fnGc1tSS2Y2nZZEFFuigAg: []
	Take_first_call_91r8tsZUCOuA5xbHzSQ2cQ: []
	Prepare_necessa_euW-*SwcmOu3HCIzYKDr4w: []
	Obtain_and_prep_M*-jCwWjOk3rIzwqsqmBOA: []
	Direct_and_assi_wGYjfIi9BzAhwzxq5uHRqg: []
	Participate_in__H*05KdN5UD*JIYL3AOBUzg: []
	Participate_in__IO3-cPcJ8REaWYKfRwwYgw: []
	Comments_AeVgdH6rJUhaywtMmT4C7Q: 
	Assist_in_prepa_42zA2Zn-KsD2HROgwi3HrA: []
	Assist_in_dress_PCMkFG17uVZvAuv*sKNSHQ: []
	Assist_in_cosme_a*PtosrXdVOvcOHEcifU1g: []
	Assist_in_caske_tKJkS*miUVXFzsG0piRSeQ: []
	Assist_in_sched_qggkvpk9WKFJijG9zfIxWA: []
	Verify_permissi_sp0VOTsGAuJosfu--NABew: []
	Use_Universal_P_how5KvpPWZ3mkSNXNlWyjQ: []
	Remove_from_str_ikd*DQVZU*PRMXSEJ1aIYQ: []
	Position_on_pre_Db5EGs3p8-hjtT3IlLOyOA: []
	Perform_pre_emb_1g3vBQBv2-qUCaGu7wWfIQ: []
	Bath__shampoo___lS9hc5GT9EOmCs7PToNg8w: []
	Discuss_and_sel_x0UIpmsMg3UoaLMg-Z*fxw: []
	Discuss_and_sel_j7WgI6yRByJZtn3dEuty-w: []
	Discuss_and_sel_FgyJfRexxkNohIIt0Dqr*Q: []
	Operate_and_mai_G5CuyUkRXuMf1NM8LqABpw: []
	Perform_Mainten_pemJQ28JcTN715lfx1KUHA: []
	Discuss_and_sel_26SvBFZeLdeebgFQMT0-Zw: []
	Discuss_and_sel_AK48oAQxvasq-TKnEPbeig: []
	Discuss_and_sel_K8mardSkxM9VGpgvodd-qw: []
	Discuss_and_sel_G849zdSHKoFMp3MVUjPGuQ: []
	Perform_restora_2J*zI-07IzjaemzBT8pFLw: []
	Clean_and_sanit_w77pnZJFLfi0a7c6qyKdng: []
	Demonstrate_kno_NwdDh4AmcG4cyTGaYxfDOQ: []
	Demonstrate_kno_Cgs-knmhqclz2HcwsiLuXw: []
	Comments_GePgGDSXTBFJGydOKRbkSQ: 
	Demonstrate_kno_9ph89zkZqnb6JSU9TlGfhA: []
	_Demonstrate_kn_*X9ufU0g6cIebLJBWjIRhA: []
	Answer_phone_an_Rlo4OBCfhpgh7WtjKMSJsg: []
	Inventory_and_o_3UQ1-G1hCyy2EIWGbJ2xgg: []
	__Prepare_obitu_KGqYGS4bQVHiYQnaP22yGA: []
	Prepare_order_m_9uwBeY3GgLy5N8l-*F1AGQ: []
	Complete_death__N9yol758H9WtIVfUdEfBZA: []
	Prepare_certifi_ToutErArjkL*x5w8g6X20Q: []
	Prepare_burial__-gJsvc79Yo1LoA*oIbhsWg: []
	Participate_in__aDk6D3dSdH4KIbp9tyT1xg: []
	Participate_in__OA4hIdbdEdemfMLijNYEoQ: []
	Demonstrate_kno_AOus-04GuTMmUhOZ1xfO-w: []
	Demonstrate_kno_42s5ub3R8XhyALiMM419sQ: []
	Demonstrate_kno_39I*CVVj*BjDQGpkC-BKYw: []
	Schedule_time_p_Hp332mwBR8b5i9agLqojoA: []
	Obtain_necessar_AyZQ5x9tNasBi1-bWv*boQ: []
	Obtain_biograph_auo6-cKRkMcNGFNhlJhAuA: []
	Complete_funera_lxfI*LKLHGRB3Csbeaxn3w: []
	Contact_and_sch_XC4OrZxWbDq40guOio6SkQ: []
	Contact_cemeter_WKBKUfeLfTCu5GnbCwXR4g: []
	Secure_burial_c_kdmNoI5SMSvoia7ocwXP6A: []
	Contact_and_sch_742agFPfwqMKZG0VhtnJOw: []
	Assist_with_spe_Oj2WEELhZ7sMJxwwMGyswA: []
	Comments_NeteRA-LbIV0o684l4LY7w: 
	Participate_in__lcIn3ey-NqNBqZNwHxQsYw: []
	Participate_in__6CD0YGl93oD4fZ83mXLSKg: []
	Arrange_Seating_ag7XCpjDyO2XJfdKj5Pfhg: []
	Place_flowers_cSqNGkJbvxHTiYTRWM8Eew: []
	Arrange_Music_e5M-FsTuaPuDddHxPEryZg: []
	Open_close_cask_K-t3wdeLyLTtfTDsBESLNw: []
	Instruct_and_as_dc2iE6Nb8RgBuL2vyU9Lgg: []
	Assemble_funera_DVusVRM6IhjIXvWZY*cjqA: []
	Drive_vehicles__uJuaOjOjYl12Oq0m20GZ8w: []
	Assist__direct__bsjveiASzh-kx*vBcsvZwQ: []
	Close_graveside_DHU-HWpjFilx0AYMgqXAlA: []
	Direct_and_inst_xFwglAlz-jEtJruRWpUoGg: []
	Complete_the_po_zZeKwmf39PY4T*kX6748HA: []
	Comments_ovAf5dvZEhHFakAJNTiN4Q: 
	Preneed_funeral_8e6ZkzzbuOSNRozwKRCvow: []
	Observe_at_leas_WAUABE2vjn24-IA9PunQhg: []
	Conduct_at_leas_V-zfZSSsHW49crAgnG-BvQ: []
	Observe_quarter_RyFS*asblg-E3Vt485OX-A: []
	Complete_requir_tJS199OjSWXQJUdMmvXFaA: []
	Perform_financi_Hb84KrVKcNEJR1y0eHw6Pw: []
	Discuss_funeral_C6X9MNLBqiAZ3kdp2vr9Qw: []
	Verify_the_iden_QJ51VYBRO1Eo6AmOi8*7MA: []
	Prepare_remains_4bXe0jiPSgzpMGecGyj2Zw: []
	Prepare_require_IIJzD0LLII2y2m2S-yf9WQ: []
	Escort_human_re_YOGLFg1j7rDdlWmMKsrNBg: []
	Observe_at_leas_yN4qkdCrLPHq05mqb4NxWg: []
	Observe_and_or__McBI46Ag0bFu5lH4BKcUjA: []
	Handle_and_deli_IpThVc8XkEs-SwV2HNnn9A: []
	Comments_jGebsTZGhCOPuPRWrRd5wA: 
	Demonstrate_kno_kTNpChn72d521tcmYwRp2w: []
	Demonstrate_kno_YrMDm2DboHGNRHQZ-5PcSA: []
	Comments_9hy8BLAceCpeVbtzX2XHzA: 
	Prepare_veteran_yOnNe5yGVJrrmCE2TmFgsg: []
	Prepare_social__KbfC4tAbOZxykVvHhUxr8A: []
	Comments_H5ImWcz5ITsJBd8v3-lBhg: 
	Attend_in_perso_owNAjyi8YDOdaMKwjL62Zw: []
	Attend_in_perso_MEVCbCJR6kSlJEEdpgl12w: []
	Attend_in_perso_gW48Bplwdj4*KTxyL7q8yQ: []
	OSHA_Training_fYYEpapaw6Ws3A1a3mSVzQ: []
	Certification_o_jju4Wr5IZeq9a6JEOYUKVw: Off
	Certification_o_H6H6gVNCEbgvqe2JTulSBA: Off
	Certification_o_kkXI-qmWpd2Y0aIEr5P0*w: Off
	Certification_o_u2RdleP3JYffPFMiRY7GQg: Off
	Affidavit_of_ad_jjlNI03QP2-K363l3fwK*w: Off
	Master_s_Checkl_aodsSbBh03qqKkt4ZtKIlA: Off
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