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POLICIES & PROCEDURES FOR

WEDDINGS & RECEPTIONS




REQUEST FOR WEDDING RESERVATIONS
CALVERT CITY UNITED METHODIST CHURCH
CALVERT CITY, KY 42029

DATE OF REQUEST

WEDDING DATE AND TIME

REHEARSAL DATE AND TIME

BRIDE-ELECT PHONE NO.

ADDRESS

CHURCH AFFILIATION WHERE

PARENTS PHONE NO.

CHURCH AFFILIATION WHERE

GROOM-ELECT PHONE NO.

ADDRESS

CHURCH AFFILIATION WHERE

PARENTS PHONE NO.

CHURCH AFFILIATION WHERE

MINISTER REQUESTED
Duetothe serious nature of theinstitution of marriage, the Pastor of Calvert City United Methodist Church
reguests counseling with the couple to wed, if heis performing the ceremony. Please notify the Pastor to set
up the counseling date.

CHURCH AFFILIATION WHERE

ORGANIST PIANIST

CHURCH FACILITIESDESIRED

Your calendar dateswill be confirmed only when your request dates are approved by the church office and thisrequest form, along
with the appropriate fees, arereturned to the church office. The Pastor reservestheright to refuse usage of thefacilities.

| haveread the conditionslisted within and agreeto abide by sameif | am permitted the use of
thesefacilities and to make every effort to insure that my guestswill do the same.

Approved By & Date Applicant’s Signature & Date
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I REQUEST/CONFIRMATION OF WEDDING DATE

All personsdesiring the use of any of the facilities of the church for weddingswill arrange
for formsand confirmation fees thr ough the chur ch office.

The church office will keep therequest on file and will give the requesting party a copy of
both therequest form and the approved confirmation date.

If aparty callsto reserve a wedding date, the secretary should statethat formsare
availablein the church office.

Whenever a party isunableto apply in person, the forms may be mailed to the party and
atentative wedding date will be marked on the calendar.

Confirmation of the wedding date shall be madein person at the church office. (Thismay
be done by a family member, but the person who signs the forms assumesresponsibility for
adherenceto the requirements contained in the contract.

All weddings and receptions will be ended by 10:00p.m.

I SCHEDULE OF FEES

Wedding (includes rehearsal)

Custodian Fee $150.00
Fellowship Hall (reception) $150.00
Custodian Fee

Damage Deposit

A fully refundable damage deposit shall berequired. $100.00

Thismay bein the form of a check which shall not be
cashed but shall be attached to the form and will be
returned two weeks after the date of the wedding.

Wedding Assistant $200.00
The services of a Wedding Assistant shall berequired.

This person manages the sound, locking & unlocking of

church doors, taking care of other questions & problems

concer ning the church, and will be available during the services.

Organist or Pianist $ 50.00 each
Y ou may use your own musicians or the church musicians
will be available upon your request.

THE ABOVE FEESMUST BE PAID IN FULL BEFORE YOUR WEDDING DATE MAY BE CONFIRMED.
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Il MUSIC

It isimportant to keep in mind that a church wedding is a service of the church, and the
music should be in keeping with thereverence that is observed upon entering the Lord’sHouse. All
music must have approval from theresident minister prior to the ceremony.

It isthe responsibility of the brideto securethe musician and to make arrangements for
the payment of that fee.

Music rehear sals should be limited to only two (2) sessions prior to the wedding rehear sal.
Thedate and timeto be arranged through the church office.

IV DECORATIONS

Decor ating should be done the day before or the day of the wedding.

All decorations, flowers, palms, candles and other equipment shall be removed from the
church immediately following itsuse. Thereare NO facilitiesfor storage. Thisisthewedding
party’sresponsibility.

Only metal dripless candles may be used in the building.
Moving of furniture: Theonly furniturethat may beremoved in the Sanctuary isthe

flowers, flower stands, and the pulpit chairs._No other items may be removed. (No itemson the
Communion Table, Pulpit, or the Baptismal Font may be removed.)

No decor ations may be attached to any of the pews or furniture by tape, tacks, staples,
pins, or nails, nor to any of the woodwork in the church facilities. Pew markersmust be padded to
protect the pews.

Flower s must be placed in containers so that no water damage results. Only silk flowers
may be placed on the musical instruments.

Thewedding party isresponsible for informing theflorist asto the requirements expected
by the church. (Form isattached to giveto theflorist)

The sound system of the sanctuary is carefully designed. The sound system may not be
operated except by personstrained and authorized by the church.

Wedding Policy
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\% PHOTOGRAPHY

Those desiring pictures may have them taken during the processional and recessional,
before and/or after the wedding. Since the wedding isa worship service, it is suggested there be no
flash photography during the ceremony. Video taping will abide by the same policies, especially
concerning, the photographic lighting. (Form isattached to give to the photographer)

\ RICE/CONFETTI/BIRDSEED

Norice, confetti or birdseed isto thrown INSIDE the building. It isrequested that
birdseed be used OUTSIDE. Thebrideand groom areresponsibleto share these regulations with
the wedding party.

VI INSTRUCTION SHEETS

Please give these to your decorator, photographer, and caterer.

VIII  GENERAL INFORMATION

The church assumes no responsibility for the security of personal articlesin connection
with the wedding when left unattended in the church. THE WEDDING PARTY IS
RESPONSIBLE FOR ANY DAMAGE TO THE FACILITIES. Thereistobe NO SMOKING in
any of the church buildingsincluding restrooms and the reception hall. The party reserving the
church facilitiesisto beresponsible for seeing that thisruleis observed.

No degree of alcoholic beverages areto be served at any function (wedding or otherwise)
at Calvert City United Methodist Church, and those participating in therehearsal or ceremony are
expected to abstain during the same period.

No pets are allowed in the building.

It isthe obligation of the bride and groom to make certain that these rules are made
known to the member s of the wedding party and to their guests.

REMEMBER. .. thewedding and reception ar e expected to be ended by 10:00p.m. Ifitis
expected to be later, we must be notified in advance.

Wedding Policy
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IX DRESSING AREAS

Brideand party . ...dressintheParlor ... Totheleft entrancefoyer, first room on the
left.

Groom and Party . ..dressintheLibrary ... totheright entrancefoyer, first room on left.
Because of the lack of storage facilities, it is necessary that the bride and groom seethat all
personal items areremoved immediately after the wedding.
X RECEPTION

The church office will notify the custodian asto therequired date of the wedding
reception.

Any necessary visitsto the church for wedding reception plans should be made during
church office hours.

No hard rock type musicisto be played at the reception.

No dancing is allowed at the wedding reception in the Fellowship Hall.

It isthe responsibility of the bride and/or caterer for seeing that all equipment isleft tin
the same order in which it wasfound. THE WEDDING PARTY ISRESPONSIBLE FOR ANY
DAMAGES.

It isthe responsibility of the bride and/or caterer for washing all dishes and cleaning the

kitchen following the reception.

Xl OTHER PROBLEMS OR QUESTIONS

Call the church office (270) 395-4746 during regular office hours:
Mon. through Thurs.; 8:00a.m. to 1:00p.m.
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WEDDING ASSISTANT

Calvert City United Methodist Church request certain proceduresasrelating to weddings. The
Wedding Assistant must be a member of the Calvert City United M ethodist Church and must be
approved by theresident minister.

Hiring and payment of a Wedding Coordinator istheresponsibility of the wedding party.
Coordinator dutiesare not provided by the Wedding Assistant.

Theitemsrelated to the Wedding Assistant are asfollows:

1 Thefront and back doors of the church shall be unlocked before therehearsal and early on
the day of the wedding.

2. Theheating or air conditioning shall beturned on at least ¥2 hour beforetherehearsal and
early on the day of the wedding.

3. Thetwo flower stands and the pulpit chairs may be moved carefully to theroom to the left
of the choir loft.

4, The sound system shall be operated only by personstrained and authorized by the church.

5. Thefloral decorations, flower stands, and pulpit chairs shall be replaced in the sanctuary in
their proper positions.

6. Thefront and back door s shall be locked following the rehear sal and the final wedding
event.

7. The heating and air conditioning shall bereturned to the proper settingsfollowing the
rehear sal and the final wedding event.

8. The Wedding Assistant will be present when the church isbeing decorated for the wedding
or to have met with the persons decor ating.
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FLORIST/DECORATOR

Calvert City United Methodist Church requests certain proceduresrelating to weddings. Theitems
related to decor ations are asfollows:

Decor ating the church should be done the day before the wedding or on the day of the wedding.
Any other necessary visitsto the church for wedding plans should be made during regular church
office hourswhich are: Mon. through Thurs.; 8:00a.m. to 1:00p.m.

When facilities are used, all decorations, flowers, palms, candles, etc. And any other equipment
shall be removed form the church building and fellowship hall immediately following its use.
(Thereare no storage facilities.)

All facilities must be left clean after removal of flowers, candles, etc.

Thepiano and organ SHALL NOT BE MOVED. The ONLY furniturethat may be moved are
the flower stands and the pulpit chairs.

Only metal dripless candles may be used in the building. Thisrequirement isnecessary to protect
car pets and furniture from wax drippings.

No decor ations may be attached to any of the pews or furniture by tape, tacks, staples, pins, or
nails, not to any other woodwork in the church facilities. Pew markers must be padded to protect
the pews.

Flowersmust be placed in containers so that no water damage results. Only silk flowers may be
placed on musical instruments.

The sound systems of the sanctuary is carefully designed. The sound system may not be operated
except by personstrained and authorized by the church.
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CATERER

Calvert City United Methodist Church requests certain proceduresrelating to weddings. Theitems
related to receptions are asfollows:

The caterer isresponsible for seeing that all kitchen equipment isleft in the sameorder in which it
was found.
The caterer isresponsible for washing all dishes and cleaning the kitchen following a reception.

All equipment brought in and used during the reception shall beremoved at the end of the
reception.
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PHOTOGRAPHER

Calvert City United Methodist Church requests certain proceduresrelating to weddings. Theitems
related to photography are asfollows:

Pictures may be taken during the processional and recessional, before, and/or after the wedding
ceremony. It issuggested that no flash photography be made during the ceremony.

Photographerswill be cautious not to damage the finish of church pews, or furniture by placing
camerasor other abrasive equipment on them in a careless manner.

Photographerswill not stand on pulpit chairs, pews, or other equipment for the making of pictures.

All exposed bulbs and other discarded materials areto beremoved by the photographer and placed
in trash receptacles.

Those taping will follow the same procedures. No special lighting for video taping is allowed, low
light film is necessary.
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