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Your wedding is a joyous occasion.  Because you have asked to be married in the church, it is also a very special, sacred, religious service.  Holding your ceremony in a church sanctuary signifies that to you marriage is an ordinance of God and its solemnization at the altar is a placing of the marriage relationship under the blessing and commandment of God, by your choice.  A church wedding, therefore, should be a Christian wedding from beginning to end.

We are pleased that you want to be married at University Baptist Church.  It is our hope that you will experience a deep spiritual meaning in your wedding as you receive pre-martial counseling and are married in this place dedicated to the worship of God.

SCHEDULING THE WEDDING
1. 
UBC will host weddings only for church members and their children except in extenuating circumstances to be determined by the church staff.  

2. 
Tentative reservations may be cleared through the church office for the availability of dates and hours for the rehearsal, wedding and reception.  Contact the senior minister, wedding coordinator and church organist immediately.

3. 
Confirmation for wedding dates will be given six months prior to the desired date.  Dates and times will be confirmed upon receipt of the deposit.  No dates should be announced or invitations printed until the date has been approved and the church facilities have been reserved.  The appropriate completed forms must be returned and the wedding deposit received at the church office in order for your wedding to be confirmed.    

4. 
No weddings, rehearsals or wedding receptions will be scheduled on major holidays or on the day of home football games.  All Saturday weddings should be scheduled to begin no later than 7:00 p.m., and that with the approval of the church office.

5.
 Other clergy may be used to officiate or participate in the service but must be cleared by our senior minister.   The bride must have her chosen minister call our minister for his permission. The presiding minister will decide what pre-martial conferences are necessary.

6. 
Questions and clarification of the University Baptist Church wedding policies may be discussed with the Senior Minister.

GENERAL POLICIES

1.
To avoid confusion, the florist, decorator, and/or caterer (should one be used) should call the church office in advance to set the time for their periods of work.

1. Alcohol, drugs and smoking are not permitted in any part of the church building or parking lot.
2. Only the use of birdseed is permitted, and that use must be outside.  No birdseed, confetti or other material may be thrown inside any part of the church building.

4.
All wedding decorations and equipment must be removed from the church building immediately following its use so that our custodian can prepare the building for other scheduled events.

5.
If the wedding party desires to dress at the church, appropriate facilities will be reserved upon request.  The church will not be held responsible for valuables left in dressing rooms or other areas.

2. All weddings must use the services of a University Baptist Church Wedding Coordinator.  If you choose to use a professional wedding planner, you must still have our church wedding coordinator as a building representative.

3. If a wedding is approved for a non-church member, one of the UBC ministers must participate, and our church organist must play for the wedding.  UBC will do the premarital counseling or make a referral.  No receptions may be held here for non-church member weddings.

WEDDING FEES

I.  
FACILITIES RENTAL FEES
A. 
Members

Church facilities are available free of charge to members of University Baptist Church and their children.
B. 
Non-members

Sanctuary (Wedding and Rehearsal)
$ 400.00

II.  
CUSTODIAL FEES

The following custodial fees apply to members and non-members alike:

Sanctuary (Wedding) 
$ 100.00
Fellowship Hall (Reception) members only
$ 130.00
These are MINIMUM compensations for 2 hours before the wedding ceremony.  Additional hours required will be charged on an individual basis ($25 per additional hour). 

III.
MUSIC FEES

Fees for musicians will be arranged with the musicians.  

Consultation fee for using musicians other than 

our church organist
$ 50.00

IV.
SOUND


Sound Technician
$125.00
V.
CHURCH WEDDING COORDINATOR



Wedding only
$250.00

Wedding and reception (members only)
$350.00
VI.
MINISTERS


The fee for the Minister will be decided on in consultation with the Minister.

All fees are due to the church office at least one week prior to the rehearsal date.  The facility and custodial fees should be made payable to University Baptist Church; all other fees should be made payable to the appropriate individual and will be distributed by the church office. 

CHURCH WEDDING COORDINATOR

The UBC wedding coordinator will assist with all weddings held at UBC, whether or not the services of a professional wedding planner have been engaged.  They will serve as the building representative and assist with the ceremony as well.  Their duties will include:

1.  
Meet with the bride to review the guidelines in the wedding


policy.  They will clarify what can and cannot be done or used in the Sanctuary, what facilities are needed, confirm details of the application, etc.  A second meeting is usually held to go over final plans and items needed for the ceremony, i.e. tables for communion or candles, flower and candle placement, sound needs etc.

1. Open the building 20 minutes prior to the rehearsal and close the building no more than 20 minutes after the rehearsal.

3.
Assist with the rehearsal, if requested by the officiating minister.  If a guest minister is officiating, the coordinator will discuss the rehearsal with them ahead of the rehearsal date and review the policy guidelines.  

4.
Open the building 2 hours prior to the wedding, to meet the florist, etc. and remain in the building to unlock appropriate doors at the wedding time, meet the wedding party, etc.

5.
Assist the wedding party in preparation for the ceremony or (help coordinate, if a professional planner has been engaged.)

6.
Remain in the building until all guests/wedding party have left.  Return any wedding items used (candleabra, etc.) and secure the building with the assistance of the custodian.

7.
In the case of a reception held in the church fellowship hall, the wedding coordinator (or their designated building representative) will remain on site until the reception is ended, all guests and family are gone, and the Fellowship Hall and Sanctuary have been returned to their normal state and the building secured.  They may assist the wedding party, if requested, with timing of events during the reception, such as cutting the cake, so that the reception stays within the given time limit.

WEDDING REHEARSAL

1. 
Rehearsal time should be limited to one hour from the scheduled beginning time.  The bride and groom should insist that all members of the wedding party be prompt.  This is most important. 

2. 
The Minister will be in charge of the rehearsal and ceremony, in coordination with the University Baptist Church wedding coordinator.

3. 
Members of the wedding party are reminded that throughout the entire rehearsal they are in a holy place dedicated to God.  They are expected to act and dress appropriately.  Alcohol and smoking is not permitted at any time, anywhere in the church building or parking areas.

4. 
The marriage license should be given to the Minister no later than the rehearsal.  No wedding can be performed unless the license is in his/her possession.

DECORATIONS

1.
The Bride is responsible for reviewing our guidelines and presenting a copy to the florist along with a copy of AGREEMENT OF THE FLORIST which is to be signed by the florist and returned to the church.  Should these guidelines not be strictly followed the wedding may be postponed and/or the florist will not be allowed to provide services for future weddings at University Baptist Church.

2.
The florist together with the bridal applicant engaging the facilities will be responsible for all damages.

3.
During the Christmas season, holiday decorations used by the church may not be removed.

4.
Only dripless candles are to be used in the Sanctuary.

FLORIST GUIDELINES

The following policies must be observed when participating at a wedding in University Baptist Church.

1. Furniture will be moved by the Church Custodial Staff only.  In the Sanctuary only the pulpit and platform chairs may be removed.

2. A definite time for decorating must be arranged with the church office.

3. If flower petals are dropped in the aisle, they must be artificial or dried flowers.  The florist must assume responsibility for any flower stains on the carpet.

4. All decorations and equipment shall be removed from the church building immediately following its use, so that our custodian can prepare the building for other scheduled events.

5. The Florist should take precautions to protect the finish of all furnishings of the Sanctuary, Chapel and Parlor.  No tacks, nails, thumbtacks, sticky floral tape, scotch tape or masking tape may be used to attach decorations to the floor, furniture or brass rails.

6. No decorations may be placed on the organ console or the piano.

PHOTOGRAPHY AND VIDEO POLICY

1.
The photographer should keep in mind that a wedding is a religious service.

2.
Please discuss with the wedding party the amount of pictures to be taken and the time required.  All photographs in the sanctuary should be completed at least forty-five (45) minutes before the ceremony.

3.
The photographer must remain at the rear of the sanctuary.

4.
Flash photography will not be permitted during the ceremony.

5.
Video taping of the ceremony is permitted if done unobtrusively.
WEDDING MUSIC INFORMATION

1.  
Musical selections, both instrumental and vocal, should be chosen with the purpose of glorifying God and, therefore, suitable for a Christian worship service.  The Church Organist and/or Minister of Music must be consulted about all musical selections.

2.
For weddings taking place in the Sanctuary using the piano or organ, the Church Organist or their designee must be used.  The use of guest musicians is discouraged; any special requests must be approved by the music ministry staff.

2. In the event that guest musicians are approved, the UBC organist will be paid a consultation fee.

THE WEDDING RECEPTION

1. Arrangements for the wedding reception should be made with the church office.
2.
The caterer or person in charge of the reception must set up a time to go over arrangements and rules for the use of the kitchen and Fellowship Hall.
3.
The church wedding coordinator or their designee and the church custodian are required for the reception.  The person in charge of the reception/caterer will assume the responsibility for removing all equipment used, clearing all reception items from the Fellowship Hall, washing all UBC equipment used, removing all trash, removing all leftover food, and cleaning the kitchen.  The custodian will clean the floor and reset Fellowship Hall for regular use.
4.
The caterer may bring equipment into the kitchen three hours prior to the wedding and should be out of the kitchen with everything cleaned three hours after the start of the wedding.  The tables in Fellowship Hall may be set up and decorated prior to the day of the wedding, provided Fellowship Hall is not in use by the church.  There is no refrigerator or freezer space available. 
5.
The reception should end no later than three (3) hours after the start of the wedding.
WEDDING POLICIES AGREEMENT

Please sign the applicable agreement(s), detach and return to the Church Office at University Baptist Church.

WE HAVE READ THE WEDDING POLICIES OF UNIVERSITY BAPTIST CHURCH.  WE UNDERSTAND AND AGREE TO THE CONDITIONS AS OUTLINED.

Signature:
______________________________________________


--------------------------------------------------------------------------------

RECEPTION POLICIES AGREEMENT

WE HAVE READ THE RECEPTION POLICIES OF UNIVERSITY BAPTIST CHURCH.  WE UNDERSTAND AND AGREE TO THE CONDITIONS AS OUTLINED.

Signature:
_______________________________________________

WEDDING INFORMATION

Please complete and return to the Church Office of University Baptist Church with the deposit.

Bride’s full name
_____________________________________________

Groom’s full name
___________________________________________

Rehearsal Date __________________________
Time______________

Wedding Date ___________________________
Time______________

Reception Location University Baptist Church_______ Other: _______

Officiating Minister
__________________________________________

(if guest minister, give address and telephone number)


__________________________________________________________


__________________________________________________________

Church Membership

Bride: _______________________   
Groom:
______________________

Contact Information

Home Phone


Bride: ______________________   
Groom:
_____________________

Cell Phone


Bride: ______________________   
Groom:
_____________________

Work Phone


Bride: ______________________   
Groom:
_____________________

Email Address


Bride: ______________________   
Groom:
_____________________

Current Home Address


Bride: ___________________________________________________

__________________________________________________________


Groom: __________________________________________________

__________________________________________________________

Address of Couple after wedding


___________________________________________________________


___________________________________________________________

Telephone
__________________________________________________

Contacts for Ceremony (name & contact info)

Organist_________________________
Ph/Email____________________

Vocalist _________________________
Ph/Email____________________

Instrumentalist(s) __________________Ph/Email____________________

________________________________
Ph/Email____________________

Florist___________________________
Ph/Email____________________

Photographer_____________________
Ph/Email____________________

Caterer (if reception held at University Baptist Church)

________________________________
Ph/Email____________________

Number of women attendants: ____________ 
children: _____________

Number of men attendants: ______________  
children: _____________

Will they dress at the church? ____________________________________

Fees paid to church:

Facilities Rental Fees:


Sanctuary Wedding and Rehearsal
$__________


Fellowship Hall
$__________

Custodial Fees:


Sanctuary (Wedding)
$__________


Fellowship Hall (Reception)
$__________

Administrative Fees:


Sound Technician
$__________


Wedding Coordinator
$__________


Music Coordinator
$__________

Total Due
$__________

Less Deposit (1/2 of Total Due)
$__________

Balance (due two weeks prior to wedding)
$__________

Other Charges
$__________

Security (if applicable)
$__________

Other
$__________

Total
$__________

ADDITIONAL WEDDING INFORMATION

Best Man
___________________________________________________

Maid/Matron of Honor
________________________________________

Flower Girl
_________________________________________________

Ring Bearer
_________________________________________________

Bridesmaids
_________________________________________________


_________________________________________________


_________________________________________________


_________________________________________________


_________________________________________________


_________________________________________________


_________________________________________________

Assistant for Bride’s Room
_____________________________________

Groomsmen
_________________________________________________


_________________________________________________


_________________________________________________


_________________________________________________


_________________________________________________


_________________________________________________


_________________________________________________

Ushers
_____________________________________________________


_____________________________________________________


_____________________________________________________

Reader
_____________________________________________________

Instrumentalist
_______________________________________________

Seat Bride’s Mother
___________________________________________

Seat Groom’s Mother
_________________________________________

Seat Bride’s Grandparents
______________________________________

Seat Groom’s Grandparents
____________________________________

Supplies needed:


Candelabra
__________


Flower Stand(s)
__________

DECORATIONS

1.
The Bride is responsible for reviewing our guidelines and presenting a copy to the florist along with a copy of AGREEMENT OF THE FLORIST which is to be signed by the florist and returned to the church.  Should these guidelines not be strictly followed the wedding may be postponed and/or the florist will not be allowed to provide services for future weddings at University Baptist Church.

2.
The florist together with the bridal applicant engaging the facilities will be responsible for all damages.

3.
During the Christmas season, holiday decorations used by the church may not be removed.

4.
Only dripless candles are to be used in the Sanctuary.

FLORIST GUIDELINES

The following policies must be observed when participating at a wedding in University Baptist Church.

3. Furniture will be moved by the Church Custodial Staff only.  In the Sanctuary the pulpit and platform chairs may be removed.

2.
A definite time for decorating must be arranged with the church office.

3.
If flower petals are dropped in the aisle, they must be artificial or dried flowers.  The florist must assume responsibility for any flower stains on the carpet.

4.
All decorations and equipment shall be removed from the church building immediately following its use, so that our custodian can prepare the sanctuary for other scheduled events.

5.
The Florist should take precautions to protect the finish of all furnishings of the Sanctuary, Chapel and Parlor.  No tacks, nails, thumbtacks, sticky floral tape, scotch tape or masking tape may be used to attach decorations to the floor, furniture or brass rails.

4. No decorations may be placed on the organ console or the piano.

WE HAVE READ THE DECORATIONS AND FLORIST GUIDELINES IN THE WEDDING POLICIES OF UNIVERSITY BAPTIST CHURCH.  WE UNDERSTAND AND AGREE TO THE CONDITIONS AS OUTLINED.

Signature of Florist:
_____________________________________

Signature of Bride: ______________________________________

PHOTOGRAPHY AND VIDEO POLICY

1. The photographer should keep in mind that a wedding is a religious service.

2. Please discuss with the wedding party the amount of pictures to be taken and the time required.  All photographs in the sanctuary should be completed at least forty-five (45) minutes before the ceremony.

3. The photographer must remain at the rear of the sanctuary.
4. Flash photography will not be permitted during the ceremony.

5. Video taping of the ceremony is permitted if done unobtrusively

WE HAVE READ THE PHOTOGRAPHY AND VIDEO GUIDELINES IN THE WEDDING POLICIES OF UNIVERSITY BAPTIST CHURCH.  WE UNDERSTAND AND AGREE TO THE CONDITIONS AS OUTLINED

Signature of Photographer:
________________________________

Signature of Bride: ______________________________________
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