
Our thoughts and prayers go out to our neighbors  
mourning the loss of loved ones. 

Together we honor their memories and share 
their life’s story.

OBITUARY SUBMISSION GUIDE



HOW TO SUBMIT A SELF-SERVE OBITUARY
Visit appropriate newspaper website

Niagara Gazette: www.niagara-gazette.com/obituaries
Lockport Union-Sun & Journal: www.lockportjournal.com/obituaries

CLICK 
CREATE AN OBITUARY 

BUTTON

FILL IN  
REQUIRED FIELDS

*FUNERAL HOME 
DESIGNATION IS REQUIRED
A drop down list will appear and 

prepopulate remaining address fields 
when you begin to type name of local 

funeral home  and select.

ANATOMICAL GIFTS
If someone’s body has been  

donated to science in the form of an 
anatomical gift include institution’s 
name and relevant informaton if no 

funeral home is involved.

CLICK TO UPLOAD PHOTO

CLICK TO UPLOAD ADDITIONAL ONLINE PHOTOS

INSERT TEXT AS YOU WOULD  
LIKE IT TO APPEAR



CHOOSE YOUR PACKAGE

THERE ARE NO OMISSIONS 
OR SUBSTITUTIONS WITH 

STANDARD PACKAGE.

OTHER PRINT PACKAGES 
AVAILABLE TO INCLUDE 
WEEKLY PUBLICATION

ADDITIONAL PHOTOS
MULTI-PHOTO SIDE BY SIDE

MULTI-PHOTO RIGHT COLUMN

EMBLEMS
(RELIGIOUS, MILITARY BRANCHES, 

SERVICE ORGANIZATION EMBLEMS TO 
CHOOSE FROM )

How to Write an Obituary
6. Delegate 

If all the above seems overwhelming or you just 
don’t feel up to it—delegate! Writing the obituary 
shouldn’t be a stressful time. If you don’t feel up to 
it or you aren’t confident in your writing ability, pass 
the task on to someone who enjoys writing or that 
is good at writing letters. You can provide them with 
the information, make suggestions, and they can 
take notes. Make this easy on yourself. 

Don’t feel guilty about passing the task along if 
you are not up to it. Friends and family are glad to 
help in times of need. 

7. Submit to the newspaper
In order to ensure that the obituary reaches 

the paper without errors, check with the paper to 
determine the best way to submit the obituary. 
Oftentimes, the newspaper will allow you to submit 
the obituary online or via email. 

You can also ask for a proof of the obituary before 
it is printed so you can ensure there are no errors or 
omissions. Find out the deadline for the obituary, 
where to send it, and the date the obituary will be 
published. Publish your loved one’s obituary in the 
local newspaper and in their hometown. 

8. Publish in another newspaper
You have the option of printing the obituary in 

more than one paper. You could print the obituary 
in the newspaper of the town where your loved one 
grew up; or if you loved one recently moved, at both 
the new and the old location. 

If you plan to submit to other locations, check 
with them to see how they suggest you submit the 
obituary. Check prices and word count, as they will 
vary depending on the newspaper.

9. Read the story
Once the obituary is printed in the paper, check 

to make sure names are correct and important 
information is included. If there are errors, call the 
newspaper and if time allows, have them print a 
correction. This is especially important if names of 
family members or funeral service event details, like 
date, time or location, are wrong. 

10. Keep a copy
Be sure to purchase the newspaper containing the 

obituary on the day it is published, and keep a copy 
of the obituary as a keepsake.

Some funeral homes include several laminated 
copies of the obituary in the package. Check with 
your funeral home to see if this is included, and 
then determine how many additional copies you 
might need. 

Purchase several copies for family and friends 
unable to attend the funeral. Notify others if it 
will be published in their hometown paper and on 
what date.  

Avoiding common mistakes 
Use this list to avoid common mistakes and  

to make the task of writing the obituary easier. 
• Don’t make the obituary about those still living—
make it about your loved one. 
• Include information about your loved one’s life, not 
just the funeral details. 
• Avoid abbreviations or terms that everyone may 
not understand. 
• Write in the third person and refer to your loved 
one as an individual. 
• Proofread and proofread again. 
• Double-check the spelling of all names. 
• Have a close family member look over the 
obituary to make sure you are not leaving any family 
members out.

Writing is intimidating for most people. Even 
those who write regularly get writer’s block, lose 
motivation and procrastinate. It can be even harder 
to write when announcing the death of a loved one.

When someone passes away, an obituary is 
usually published to announce the death. This can 
be difficult and emotional for the person tasked with 
writing the final record of a person’s life. Not only 
does the obituary need to be factually accurate and 
sensitive, but it will need to be published shortly 
after the death and before the funeral.  

Despite the feelings of grief that will arise, writing 
the obituary should be a positive, cathartic expe-
rience. Use this guide to address the challenges of 
writing the obituary, so you can focus on your loved 
one and the special life they lived.

1. Gather information 
In times like this, it’s helpful to discuss the neces-

sary details with close family members or friends. 
You may not recall all the pertinent details right 
now—where your loved one was born or when 
they graduated or received their degree. Remember, 
when you are grieving, your memory may not be 
at its best. Consulting others who knew them will 
help confirm the information you need to craft an 
accurate life story. 

Start by gathering your loved one’s basic informa-
tion, including:

•    Full legal name
•  Nickname
•    Birthdate and death date
 •   Birthplace
 •  City and state of residence at death
 •   Name of significant other
 •  Full names of parents and siblings
    Names of those that preceded them in death
    Names of those surviving
    Date and time of funeral services being held
    Names of pallbearers
    Name of funeral home and cemetery

If funeral arrangements have not yet been made, 
you can always include the name of the funeral 
home and state “arrangements are being made” or 
“funeral to take place at a later date.” If the ceremony 
is to be private, note that instead. Those interested 
can contact the funeral home for more information. 

Include information on where the family would 
like to have memorials sent. When planning for me-
morials, think of what your loved one would want. If 
they liked flowers and enjoyed seeing them blossom 
in spring, don’t put “in lieu of flowers.” Don’t request 
donations to an animal shelter if your loved one 
didn’t like animals and don’t request donations to 
a cause they didn’t support. A photograph can also 
be included with the obituary. Some newspapers 
will scale down a larger photograph to fit. Others 
will request a specific photo size. Check with the 
newspaper to see what they require and how they 
want it submitted. 

2. Check with the newspaper 
Look at obituaries in your local paper. This will give 

you a guideline to follow. 
Some newspapers will provide a template or 

format to follow. Others will have no guidelines and 
it will be up to you as to how much or how little 
you include. If you intend to place the obituary in 
print, check with the newspaper for any format 
requirements they may have before you begin to 
write. There is usually no length limit, leaving the 
content up to you and your family. 

Ask for the newspaper’s obituary pricing structure. 

Some obituaries are priced per word or per line. If 
budget is a restraint, consider keeping the obituary 
short and sweet. Most print obituaries also include 
an online version. Once finished with the print 
notice, you can sign in to your account and add to 
the digital story. 

Most obituaries begin with the basic information 
gathered above, then follow with a summary of the 
loved one’s life. For this step, don’t worry about the 
length as you begin to put down the information. 
You can always edit and cut once you have finished. 
Right now, just concentrate on summarizing your 
loved one’s life. Start from the beginning and include 
the important events along the way. 

3. Write
Once you have gathered the basic information 

and checked with the newspaper, it is time to to 
write the obituary. As you begin to write about your 
loved one’s life, go into as much or little detail as 
you would like. If you’re unsure what to write about, 
include the following:

    Childhood 
    Education 
    Military background 
    Honors and awards 
    Marriage 
    Children 

  
Traditionally, families do not include cause of 

death in the obituary notice. However, many modern 
obituaries contain this information, particularly after 
a sudden, unexpected death, or when the deceased 
publicly battled an illness, such as cancer. The 
decision to include cause of death is personal, and 
should be made by those who were closest to the 
deceased person.

4. Make it personal
Your loved one was unique. Think about the things 

that made them special, and include the touching 
details that your reader might like to know about 
your loved one. This is your chance to memorialize 
your loved one and let others know the whole 
person. 

Include interesting tidbits, something the reader 
might not have known about your loved one—and 
don’t be afraid to include humor. Sharing little 
known facts about your loved one with family and 
friends gives them something to smile about and 
lasting memories to cherish. 

You will need a eulogy for the funeral service and 
this draft can serve that purpose as well. The longer 
version can be read at the funeral and a shorter 
version can be used for the obituary. 

5. Proofread and edit 
Once the initial draft is written, be sure to proof 

your work and have someone else check it for 
spelling and grammatical errors. Make sure you spell 
names correctly and don’t leave out family members 
or other important details. 

At this time, you can decide if you want to shorten 
what you’ve written and possibly keep the longer 
version for a bulletin insert or for the pastor to read 
at the funeral. Some funeral homes include a basic 
obituary as part of the package. If so, check with 
them to see what their word limit is, or if there is 
one. If the newspaper charges by column inch, you 
might want to call and find out how many words 
make up a column inch so you will have an idea of 
what price you are looking at. Then you can edit 
accordingly. 

Grandchildren 
Employment 
Extra-curricular activities 
Retirement 
Home life 
Special pets

Pricing Details
Package Price 

plus three-tiered per word price
1-100 words

101-200 words
201 or more words

• 1 day in print
• Inclusion in monthly  
   commemorative edition
• Online obituary and memorial for 
   your loved one
• Family and friends can post to the 
   Guestbook for 90 days



CHOOSE PRINT START DAY

Name of Deceased
Dates

Input body text appears 
in preview mode.

EMBLEMS AND 
PHOTOS ARE 

AVAILABLE AT AN 
ADDITIONAL CHARGE

ADDITIONAL OPTIONS AVAILABLE TO CHOOSE

PAYMENT IS REQUIRED PRIOR TO PUBLICATION.

CHOOSE ONLINE START DAY
TRADITIONALLY THE DAY BEFORE PRINT PUBLICATION

ONLINE PLACEMENT APPEARS AFTER NEWSPAPER APPROVAL

APPROVAL REQUIRED TO PROCEED

EDIT CROP ON PHOTO

SUBMIT NEW PHOTO

ADDITIONAL PRINT DAYS 
AVAILABLE AT ADDITIONAL 

COST. OPTIONS WILL APPEAR.

ORDER SUMMARY APPEARS 
THROUGHOUT SUBMISSION PROCESS.

SUBTOTAL INCLUDES PACKAGE PRICE PLUS 
TIERED PRICE PER WORD STRUCTURE

MAKE ANY CORRECTIONS TO PRINT PREVIEW

DOWNLOAD PROOF FOR FURTHER REVIEW

NEWSPAPER DOES NOT RECEIVE SUBMISSION UNTIL AN ORDER HAS SUCCESSFULLY BEEN PLACED. 
AN EMAIL CONFIRMATION WILL BE SENT PENDING  NEWSPAPER APPROVAL. ONCE NEWSPAPER APPROVES 

SUBMISSION AN APPROVAL CONFIRMATION IS SENT AND CREDIT CARD IS CHARGED.

NEED HELP? 
EMAIL: OBITDESK@GREATERNIAGARANEWSPAPERS.COM

CALL: 716-282-2311 EXT. 2264  • 11AM TO 6PM

ORDER DEADLINE:
5 PM ONE DAY 

PRIOR TO 
PUBLICATION

ADDITIONAL OPTIONS AVAILABLE TO CHOOSE


