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Introduction – Preparing For Your Wedding
Our church family and our pastoral staff approach the institution of marriage very seriously.  We fully believe that marriage was established by God when He brought the first man and woman together in the garden.  It precedes all other human relationships.

We want every engaged couple to know that we are fully committed to the success of every marriage.  Therefore, we are fully committed to the biblical principles regarding marriage.  Marriage represents the most important human relationship on the earth.  We think it is equally important for a couple wanting to be married in a Christian church to recognize and value these principles in their own lives.

The present tragedy of large-scale marriage breakdown, and the emotional carnage caused, especially in children’s lives, is due in large part to a culture who holds the sanctity of marriage in low regard and who ignore the importance of biblical principles regarding marriage.  Cohabitation before marriage even worsens the problem.  The divorce rate is significantly higher for those who live together before marriage than for those who do not.

A few of the basic biblical principles that we hold in high regard are:

· Marriage is a special relationship between a man and a woman.  (Genesis 1:27-28, 2:18, 21-24)

· Marriage is meant to last a lifetime.  A wedding ceremony is a solemn promise to God and to each other to remain committed to one another for your entire lives.  (Mark 10:6-9)

· A Christian and a non-Christian should not seek to be married.  (2 Corinthians 6:14)

· Remarriage after divorce is prohibited in the Bible for a Christian in certain circumstances.  (Mark 10:2-12; 1 Corinthians 7)

· A couple living together prior to marriage should seek to change their living arrangements prior to seeking a Christian wedding in a church.  (Hebrews 13:4)

We encourage couples to pursue a sense of authenticity in their wedding ceremony consistent with their own values.  If you are not committed to the biblical values regarding marriage, we encourage you to possibly seek a civil ceremony instead.

If you have not embraced one or more of the biblical principles mentioned above in the past, but would like to talk with someone about them, any of our pastoral staff would be more than happy to talk with you about how to embrace such values.  Sometimes, a degree of life-change is necessary to more fully prepare you for a satisfying marriage that can go the distance.  Our pledge is to discuss any of these values with you in a loving, open and positive way.

It is also important to note that our pastoral staff requires that a couple participate in a thorough pre-marital counseling process prior to their wedding at Marble Falls First Baptist Church. 
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Scheduling the Wedding

Anyone wishing to schedule a wedding at MFFBC must contact the church receptionist at 830-693-4381.   The MFFBC Wedding Policies Guide may be picked up in the church office at that time.

The bride and groom must then arrange a preliminary conference with the MFFBC Pastor (even if another pastor is officiating).  The Pastor will make the decision at that time whether to submit the desired wedding date.

No wedding dates are confirmed without the approval of the MFFBC Minister of Administration.  After approval, the Church Receptionist will place the date on the church calendar. The Wedding Policy Agreement form and the Church Facilities Use Request form should be completed and returned to the Church Receptionist who will forward them to the Church Hostess (Karrie Byrd  @ 830-613-9655).  A $150.00 (member) / $300.00 (non-member) Security/Damage Deposit must be written to the MFFBC and attached to the Wedding Policy Agreement form.  This deposit will be held in the church safe and then returned within two weeks after the wedding, if all requirements in this Wedding Guide have been met. The bride will then contact the Church Hostess to arrange a time to discuss the wedding fees, policies, and other details pertaining to the wedding.
Please Note
.
· Weddings at MFFBC must be scheduled to start no later than 7:00PM. (including the Church Pavilion)

· Buildings must be vacated by 9:00PM.

· Weddings may not be scheduled on major holidays or in conflict with on-going church activities.

· Rehearsals may be scheduled the evening prior to the wedding or earlier the day of the wedding, but, out of respect to our staff and all parties involved, shall be held to one hour.

Facilities Available
Worship Center

· Accommodates up to 425 guests

Chapel
· Accommodates up to 125 guests

Pavilion (located on the church site in La Ventana)

· Accommodates up to 250 –300 guests
Fellowship Hall
· Accommodates up to 200 guests.  (No sit down meals for the reception.  Cake, punch and hors d’oeurves only.)  Only members of MFFBC may hold receptions at MFFBC.

Dressing Rooms
· Ladies:  M-102

· Men:  M-126

· No dressing rooms available at the Church Pavilion (men and women’s restrooms may be used)

2

Wedding Policy Agreement Form

After having read the MFFBC Wedding Policies Guide I understand the policies regarding weddings 

performed at Marble Falls First Baptist Church, I agree to follow these policies as stated and will see 

that members of the wedding party understand and follow the policies as well.

I am enclosing with the return of this application the amount of  $150.00 /  $300.00 as my Security/Damage Deposit and I do understand that nothing is officially on the Master Church Calendar until:


a.   arranging a preliminary meeting with the MFFBC Pastor,


b.   approval of wedding date by the Pastor and Church Administrator

c. providing the Security/Damage Deposit

I understand that I am responsible for the following:

· To schedule a meeting with the Church Hostess to further discuss guidelines, fees, and other plans for the wedding

· To complete premarital counseling sessions with the officiating minister, or someone he has approved

· To schedule a meeting with the Minister of Music to discuss approval of music selections, make arrangements for sound, lighting, etc.

· Keep scheduled appointments with wedding personnel and MFFBC ministers

· Provide all FACILITIES/WEDDING PERSONNEL FEES to the church office no later than TWO (2) WEEKS prior to the wedding date

· Provide the MARRIAGE LICENSE to the officiating minister at the BEGINNING of the wedding rehearsal

I understand that it is my responsibility to see that the church facilities and properties are left in the same condition in which they were found.

I understand that all alcoholic beverages and illegal or controlled substances are strictly prohibited on all MFFBC property. I also understand that all buildings are “Smoke-free”.
I understand that I must notify the Church Hostess of any cancellation of wedding plans as soon as possible so that the Security/Damage Deposit may be refunded.

I also understand that the Wedding Policies are subject to change at the discretion of MFFBC.

By my signature, I agree that failure to comply with the stated policies could be considered “disregard of policy” and could mean forfeiture of the Security/Damage Deposit.

_____________________________________

______________________________________

                                Bride                                                                                  Groom

Date of Application:  __________________________________________________________________

___________________________________________________

__________________________

Marble Falls First Baptist Church Minister Approval Signature

                 Date Signed

NOTE: Return this form to the Church Receptionist prior to contacting the Church Hostess.
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CHURCH FACILITIES USE REQUEST FORM

Wedding for ____________________________________ & ____________________________________
Number of Guests:  _______________

Wedding Coordinator or Contact: ________________________________  Phone __________________

Rehearsal

Date & Time: _________________________ at __________________ AM / PM

      



Location:    Chapel     Worship Center      Pavilion
      



Unlock at _______________ AM / PM

Rehearsal Dinner 
Date & Time:  ________________________ at __________________ AM / PM

      



Location:       Fellowship Hall
      



Caterer needs building unlocked at __________________ AM / PM

      



Caterer:  ____________________________  Phone ______________________

Decorating 

Date & Time:  ________________________ at __________________ AM / PM

      



Location:    Chapel      Worship Center     Fellowship Hall    Pavilion
      



Decorator/Florist needs building unlocked at _________________ AM / PM

      



Decorator/Florist:  ________________________  Phone __________________

Wedding 

Date & Time:  ________________________ at __________________ AM / PM

      



Location:    Chapel      Worship Center     Pavilion
                                      Guests:              125                         425                    250-300

Wedding Reception 
Date & Time:  ________________________ at __________________ AM / PM

      



Location:       Fellowship Hall
                                       Guests:                       200

      



Caterer needs building unlocked at ___________________ AM/ PM

      



Caterer:  ___________________________  Phone _______________________

NOTE: The church facilities fees are based on six (6) hours use. This includes decorating for the 

wedding, preparing for the reception, and clean-up time following the wedding/reception .Any time over the six (6) hour period will be charged at the rate of $100 per hour.


Date Submitted:  
________________________________    


By:____________________________________________


Phone No:_______________________________________


Address:_________________________________________


City, State, Zip:___________________________________

Church Approval:  ________________________________

________________________

                                Gary Stone, Minister of Administration

              Date Signed

NOTE: Return this form to the Church Receptionist prior to contacting the Church Hostess.
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Wedding Fees Information

Bride:  _______________________________

Groom:  _______________________________

Rehearsal Date:  _______________________     
Time:  ________________________________

Wedding Date:  ________________________    

Time:  ________________________________

Member fees apply to those who are presently on the active church membership roll.  The bride, the groom or one of their parents or grandparents must be an active church member.  (Membership qualifications:  joined by salvation and baptism, transfer of letter from another Southern Baptist Church, or by statement from another denomination.). 

	Member
	Non-Member

	$150 
	$300 


Security/Damage Deposit:

Ministerial Gratuity:

Fees should be discussed with the officiating minister at the preliminary conference.

Operational Building Fees:                        

	Weddings:
	Member
	Non-Member

	  A.   Worship Center (425 guests)
	N/A
	$250 

	  B.   Fellowship Hall (200 guests) & Kitchen
	N/A
	$100 (Reh. Dinner Only)

	  C.   Chapel (125 guests)
	N/A
	$100 

	  D.  Pavilion (250 guests)
	N/A
	$100 


These fees are based on SIX (6) hours use of the building.  This includes decorating, preparation and clean up time.  Any time over the SIX (6) hour limit will be charged at the rate of $100 per hour.

Receptions:
(* Required Personnel Fees for all weddings.  ** Required Personnel Fees for all receptions.)

	Personnel Fees for Worship Center/Chapel
	Member
	Non-Member

	  A.  Church Hostess - *wedding
	$150 
	$175 

	  B.  Church Hostess - **reception
	$150 
	 Not Available

	  C.  Custodial - *wedding - Worship Ctr.
	$150
	$200 

	  D.  Custodial - *wedding – Chapel
	$150 
	$200 

	  E.  Custodial - **reception
	$200 
	 Not Available

	  F.  Audio/Visual Tech.- *wedding
	$125
	$150 

	  G.  Audio/Visual Tech. - reception (if required)
	$50 
	 Not Available


	Personnel Fees for Pavilion
	Member
	Non-Member

	  A.  Church Hostess - *wedding
	$125
	$150 

	**reception
	$125
	$150

	  B.  Custodial - *wedding 
	$150 
	$200 

	**
	$150
	$200

	  C.  Audio/Visual Tech.- *wedding
	$125 
	                $ 150

	              (Sound not available for rehearsal)
	 
	 

	**reception(if required)
	$125
	$150


Make separate checks payable to each required personnel as follows:  Church Hostess – KarrieByrd 830-613-9655;

Church Custodian – Debra Evans; Sound Technician – Minister of Worship

IMPORTANT:  MFFBC reserves the right to modify these Wedding Policies at any time.
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Wedding Personnel & Fees Worksheet

	SECTION A  (Please Print)
	

	
	BRIDE
	GROOM

	Name
	____________________________________________
	_______________________________________________

	Mailing Address
	____________________________________________
	_______________________________________________

	City/State/Zip
	____________________________________________
	_______________________________________________

	Home Telephone
	____________________________________________
	_______________________________________________

	Work Telephone
	____________________________________________
	_______________________________________________

	Cell Phone
	____________________________________________
	_______________________________________________

	Email
	____________________________________________
	_______________________________________________

	
	
	

	
	REHEARSAL
	WEDDING

	Date
	____________________________________________
	_______________________________________________

	Time
	____________________________________________
	_______________________________________________

	No. of Bridesmaids
	____________________________________________
	_______________________________________________

	Approx. No. of Guests
	____________________________________________
	_______________________________________________

	
	
	

	
	OFFICIATING MINISTER
	COORDINATOR

	Name
	____________________________________________
	_______________________________________________

	Mailing Address
	____________________________________________
	_______________________________________________

	City/State/Zip
	____________________________________________
	_______________________________________________

	Telephone
	____________________________________________
	_______________________________________________

	
	
	

	
	PHOTOGRAPHER
	VIDEOGRAPHER

	Name
	____________________________________________
	_______________________________________________

	Mailing Address
	____________________________________________
	_______________________________________________

	City/State/Zip
	____________________________________________
	_______________________________________________

	Telephone
	____________________________________________
	_______________________________________________

	
	
	

	
	CATERER
	FLORIST

	Name
	____________________________________________
	_______________________________________________

	Mailing Address
	____________________________________________
	_______________________________________________

	City/State/Zip
	____________________________________________
	_______________________________________________

	Telephone
	____________________________________________
	_______________________________________________

	
	
	

	
	VOCALIST(S)
	INSTRUMENTALIST(S)

	Name
	____________________________________________
	_______________________________________________

	Mailing Address
	____________________________________________
	_______________________________________________

	City/State/Zip
	____________________________________________
	_______________________________________________

	Telephone
	____________________________________________
	_______________________________________________

	
	
	

	Emergency No. (Someone Not Living At Your Address)  ____________________________________________________________________

	Address after wedding (City, State, Zip) _________________________________________________________________________________
	
	

	

	SECTION B – FEES (Listed in Brochure)
	
	

	Facilities/Equipment
	Personnel
	TOTAL FEES

	$________ Worship Center
	$__________ Hostess (Wedding)
	Sub Total Facilities     $__________

	$________ Fellowship Hall
	$__________ Hostess (Reception)
	Sub Total Personnel   $__________

	$________ Pavilion
	$__________ Custodial (Wedding)
	Grand Total Due          $__________

	$________ Chapel
	$__________ Custodial (Reception)
	

	$________ Security Deposit
	$__________ Sound/Lighting (Wedding)
	FINAL PAYMENT DUE BY __________

	
	$__________ Sound/Lighting (Reception)
	(2 weeks prior to wedding)

	$________Sub Total Facilities
	$__________ Sub Total Personnel
	

	
	
	

	 PAYMENT AMOUNT:   __________    +    __________    +    __________    +    __________      =      ____________

	 RECEIVED DATE:        __________          __________           __________          __________                       TOTAL


**Make checks payable to each required personnel:  Church Hostess – Karrie Byrd;

    

Church Custodian – Debra Evans; Sound/Lighting Technician – 
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Wedding Guidelines for Use of Church Pavilion

1. Follow procedures as stated in Wedding Policies Guide for scheduling a wedding.

· Weddings at MFFBC scheduled to start no later than 7:00 PM

· Facility must be vacated by 9:00 PM to allow for clean-up time by custodians

2. Pavilion Facilities and Use:

· Accommodates 250-300 guests

· Provide set-up diagram three (3) weeks prior to the wedding to the church custodians

· Set-up will be completed three (3) hours ahead of time on day of wedding

· No dressing rooms available – restrooms are available for use

· Pavilion it available for wedding receptions

3. Operational Building Fee:

      Member - NA

     Non-member - $100.00

4. Personnel Fees:         Member                               Non-member
Wedding     Reception             Wedding     
Reception          

       Church Hostess        $125.00 /  $125.00                   $150.00/
$150.00

       Custodial                  $150.00/   $125.00                  $200.00/
$150.00

       Sound Tech.             $125.00/   $125.00                   $150.00/        $150.00

5. Decorations:

· No decorations (plants, plant pedestals, etc.) will be transported from the church to the Pavilion.

· Decorations may be provided by the wedding party.

· REMINDER: The Pavilion is not secured!  If possible set up decorations ONE (1) HOUR before the wedding. If not, please have someone plan to stay on the property.  MFFBC is not responsible for any items lost, stolen, or damaged.

· The use of rice, birdseed, or confetti is prohibited at the Pavilion.

· Silk flower petals may be used down the aisle. To help the custodians, please have someone pick up the petals after the ceremony.

· Decorations must be removed within ONE (1) HOUR  following the ceremony.

6. Sound Equipment and Music

· Schedule a meeting with the Minister of Music at least FOUR (4) WEEKS before the wedding to discuss the music selections, sound equipment needed, etc.

· Sound equipment will be provided and set up on the day of the wedding. Sound equipment is not available for the rehearsal.

· No musical instruments will be available at the Pavilion. Please provide CD’s of musical selections to the Sound Tech.
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Required Personnel/Facilities

Minister:

Our ministry staff would be delighted to assist you with the celebration of your marriage.  However, should you choose to use a non-MFFBC minister, you will need to get approval from our Senior Pastor.  Please submit the minister’s name, place of service, address, and phone number to assist us in this confirmation process.  Minister’s fees are the responsibility of the Wedding Party and these fees need to be agreed upon prior to the service.  As you determine the honorarium, consider the training, any required travel expenses, the time spent preparing, conducting the rehearsal, and officiating over the ceremony.

Instrumentalist:

Both the Chapel and the Worship Center have a piano.  A keyboard is also available in the Worship Center.  Should you desire assistance in securing instrumentalists, you should contact our Minister of Music as soon as possible and he will assist you.  If you choose a pianist who is not a member of MFFBC, you will need to have them to contact our Minister of Music and arrange for a time to get acquainted with the instruments and their operation.  At least one meeting with the Music Minister is required prior to the wedding by all non-MFFBC instrumentalists.  Fees for instrumentalists are the responsibility of the Wedding Party and should be agreed upon prior to the wedding.  In determining the honorarium, please consider the instrumentalist’s training, any travel expenses required, time preparing, and time spent at the rehearsal and ceremony.

Church Hostess:

This service is required for anyone using the facilities of MFFBC.  The Church Hostess will assure that all pre-arranged details and church policies are met.  The Church Hostess is NOT a wedding coordinator and is not responsible for planning the wedding ceremony.  The Church Hostess is the liaison between the church and the wedding party and is here to provide guidance and assistance as wedding plans are made and implemented. Please note that the officiating minister will conduct the wedding rehearsal.  The Church Hostess will assist the wedding party and officiating minister in the following ways:

· Go over the Wedding Policies Guide with the bride.  This will include all policies, procedures, and information sheets for contractors.  This booklet also provides important information on all charges for facilities, equipment and personnel.

· Assist officiating minister as requested during rehearsal and wedding.

· Reserve an audio/visual technician.

· Meet with the bride concerning setup of stage.  It is the Bride’s responsibility to schedule this appointment.

· Work with the bride and caterer to create a diagram for setting up Fellowship Hall for rehearsal dinner/reception at least three (3) weeks prior to the wedding.

· Open facility thirty (30) minutes prior to rehearsal, two (2) hours prior to wedding.

· Be present at least two hours prior to the wedding to assist contracted personnel.

· Oversee removal of wedding decorations.

· Oversee cleanup by custodial staff.

· Serve as liaison of the church to the bride and all wedding contractors.

· Inventory and inspect all facilities and equipment after the wedding and reception.

· Responsible for letting the Minister of Administration know to return the Security/Damage Deposit within TWO (2) weeks after the wedding if all requirements have been met.
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Custodial:

· Vacuum/clean all buildings used.  (Note:  Custodial cleaning does not include washing dishes, cleaning countertops and equipment or replacing utensils and used articles.  The Kitchen, Fellowship Hall, Worship Center/Chapel/Pavilion and Dressing Rooms should be left in the same condition as they were found.)

· Open/Secure Buildings and regulate AC/Heat.

· Remove all trash.

· Assist moving and repositioning of furniture/furnishings in Chapel, Worship Center, and Fellowship Hall, as well as the Church Pavilion.

· Arrange tables and chairs as needed.

Audio/Lighting:

· Provide necessary audio/visual equipment for officiating minister and musicians.

· Record wedding service (upon request).

Wedding Party:

At the end of the wedding, the wedding party is required to do the following:

· Remove all wedding decorations within ONE (1) hour after the wedding.

· Remove all personal items.

· Check with the Church Hostess before leaving.

At the end of the reception, the wedding party is required to do the following:

· Immediately remove all decorations.

· Conclude no later than 9:00PM.

· Check with the Church Hostess before leaving.

Reception Facilities:

The Fellowship Hall is available for wedding receptions by MFFBC members.  Everything necessary for a complete reception must be provided by the Caterer/Wedding Party.  Rectangular tables (eight foot length) and round tables (sixty inch width) are available for use.  The Church Custodian can provide information on number of tables available.  MFFBC does not accommodate sit-down dinner receptions.  Usage charges for the Fellowship Hall include use of the coffee pots, punch bowls, refrigerators, freezer, and microwave for food preparation.  Any other use of kitchen equipment will warrant an additional fee of $100.  The Caterer/Wedding Party is responsible for the cleaning of dishes and utensils used in the kitchen.  All paper goods, cups, plates, napkins, etc., are the responsibility of the Wedding Party and will not be furnished by MFFBC.

The Caterer/Wedding Party is required to leave the facilities in their original condition.

If the rehearsal dinner is held in the Fellowship Hall, all clean-up following the rehearsal dinner is the responsibility of the Wedding Party.  (See guidelines above).  Non-MFFBC members may use the Fellowship Hall for the rehearsal dinner but may not schedule their reception in the Fellowship Hall.

REMEMBER – request the use of the Fellowship Hall and state the intended times of usage on the Church Facilities Use Request form.

The Fellowship Hall must be vacated no later than 9:00PM. This is to allow the custodians time for clean-up.
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Wedding Music

A Christian wedding service is a sacred and important worship service.  Its purpose is to provide an opportunity for the bridal couple to join with their friends and family to exchange sacred wedding vows, ask God’s blessing upon their lives together as husband and wife, and consecrate their new home to the glory of God.  Because the wedding is joining two lives together in a church worship setting which is being led by a minister of the Gospel of Jesus Christ, the wedding ceremony should be an act of worship both by those who are participants and by those friends and family members who make up the congregation.

The purpose of music in a church wedding is to glorify God.  Sacred, contemporary Christian, hymns, and classical music are acceptable.  Music and lyrics of songs other than traditional wedding music must be approved by the Minister of Music.  The Minister of Music can recommend qualified instrumentalists and music choices if needed.  He may be contacted at the Church Office (830-693-4381) to set up a time to discuss the wedding music selections, sound, lighting, etc. 

The wedding service will begin with prelude music 20 minutes before the ceremony begins.  The musician may play or a CD may be provided. The music selected for the processional and recessional should convey dignity and joy.  Traditional wedding music or stately hymns are suitable. The Music Minister can help with musical selections.

A REMINDER!  Meet with the Minister of Music at least FOUR (4) weeks before the wedding to discuss your music selections and fill out the Audio/Visual Technician form.

Musical instruments available by the church for your use:

:

· Piano  in the Fellowship Hall

· Piano  in the Chapel

· Piano and  keyboard in the Worship Center

· An organ sound available on the keyboard

· No musical instruments available at the Pavilion ,CD’s must be provided
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Audio/Visual Technician Form

An audio/visual technician who is familiar with our church sound system and lighting equipment must be present at the rehearsal & wedding to operate the lights and microphones in the church facilities.

Wedding of __________________________________ and ____________________________________

Wedding Date & Time:  ____________________________ at _________________ AM /PM

Rehearsal Date & Time:  _____________________________ at _________________ AM / PM

Music Accompaniment:

______ CD


______ Piano

______ Organ/Keyboard

______ Other musical instruments

No musical instruments are available at the Church Pavilion.

Prelude Music:  (begins twenty minutes before ceremony)

______ CD
______ Musician

Vocalist(s):  ______ Soloist      ______ Duet      ______ Other

REMINDER:  All wedding music must be approved by our Minister of Music.  You may contact him at the Church Office (830-693-4381).

Special Instructions:
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Guidelines for Photographer and Videographer

Since the wedding ceremony is a religious service, all photographers (amateur and professional) are expected to respect the ceremony and the location of the ceremony.  Photographers and Video Personnel are to be suitably dressed for a wedding, so as not to distract.  The Photographer is cautioned against marring the furniture by standing on the pews.  If needed, a step ladder can be provided.  Pictures may be taken before or after the ceremony in and around the church facilities, but please remember that the  

facilities and church properties must be left in the condition in which they were found.  In the event of damage to the facilities, MFFBC reserves the right to hold the individual or family scheduling the wedding responsible.

The Photographer is permitted to take photos freely in the foyer before the ceremony begins.  Pictures of the processional may be taken if approved by the officiating Minister.  No flash pictures shall be made during the ceremony except for timed exposures without flash or digital photos without flash that may be taken from the balcony. Flashes may cause distraction.  Pictures are permissible during the Recessional. The bridal party may re-assemble in the Worship Center after the ceremony and re-pose for any parts of the ceremony.  It is suggested that the Photographer come with a list of photos and make efficient use of the time in taking all pictures after the ceremony.

Videotaping must be done from a stationary position.  A remote camera may be set in the choir loft.  A camera may also be set up in the balcony.  Location for the camera must be approved by the officiating Minister prior to the ceremony and operated without benefit of additional camera lighting.

REMINDER – The Minister officiating will have authority over placement of cameras or personnel, and will be the final word on all requests from the wedding party, photographers, or video personnel. Please take time to discuss plans for pictures with the officiating minister before the ceremony.

Please review these Guidelines with your Photographer and Videographer. 
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 Guidelines for Wedding Decorations  

The Church Hostess will discuss the Wedding Decoration Guidelines with the bride at the first meeting.  A time will be scheduled to decorate the Worship Center/Fellowship Hall as the wedding draws near.  Please contact (Karrie Byrd@ 830-613-9655 or) to set up this time.
All decorations and contracted equipment must be removed within ONE (1) HOUR after the wedding in the Worship Center/Chapel/Pavilion.  This allows the Custodians to begin their clean up time.  MFFBC does not have space available for storing supplies or equipment before or after the wedding.  If using the Fellowship Hall for the reception, the decorations must be removed and clean-up completed no later than 9:00PM.  Please keep in mind that the Custodians must clean the floors, etc. after the decorations and equipment have been removed by the wedding party.

No thumb tacks, pins, nails, staples, glue or adhesives of any kind may be used to fasten any decorations to the furniture, building carpet, or walls in the Worship Center/Chapel.  Wrapped wire, ribbon, or plastic pew clips that will not mar the pew ends may be used to secure bows to the pews.  Push pins may be used in the Fellowship Hall to attach decorations.  The wall decorations in the Fellowship Hall may not be moved.

The pulpit will be moved for the wedding ceremony.  The Lord’s Supper Table may be used for the ceremony or moved to the foyer.  All hymnals, Bibles, and topical materials placed in the pew racks will remain in place.  Existing church decorations (seasonal or otherwise) are not be disturbed.  However, it is acceptable to supplement these decorations.  The Church Hostess will be in charge of what greenery can and cannot be removed from the front of the church.  She will also supervise the moving of the platform furniture.  The Minister of Music will be responsible for moving any Praise Band equipment from the platform.

All use of candles must be approved by the Church Hostess.  It is recommended that dripless candles be used.  All candles must have a protective material under them.  Decorations placed on the window ledges must have clear plastic on the ledge and a hurricane globe placed over the candle (taper or column).  The church can provide various sizes of globes.  Candles on all candelabra on the platform area must have protective material (clear plastic) under them to protect carpet and furniture.  Do not surround candles with any flammable materials.  Tapers, columns, or votive candles may be used as long as proper precaution is taken.

REMINDER!  Very carefully extinguish candles!  Let wax cool before removing to prevent damage to the carpet and furniture.

Plastic material must be placed under all flower arrangements to prevent damage to carpets and furniture. Live rose petals or other live flower petals cannot be used. The carpet can be damaged. Silk petals may be used instead. To help the custodians, please have someone pick up the petals after the ceremony.

The church has pedestals in six graduated sizes which are available for use with decorations.

MFFBC is not responsible for equipment or supplies belonging to the florist or decorators.  Please take care of removing unused supplies.

The church properties must be left in the condition in which they were found.  In the event of damage to the carpet, furniture, or buildings, MFFBC reserves the right to hold the individual or family scheduling the wedding responsible.

Please review these Guidelines with your florist/decorator(s).
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Setup Diagram for Fellowship Hall/Chapel/Pavilion
Using the box below, please draw a diagram of how you would like the Fellowship Hall/Chapel/Pavilion to be set up for your wedding.  If you are using both the Fellowship Hall and Chapel, draw one of the diagrams on the back of this sheet.  Also include any special instructions.  Return this form to the Church Receptionist at least three (3) weeks before the wedding so that the custodians may be notified.  

	


Date of Use:  ____________________________________

Number of Tables:  __________________________  Number of Chairs:  _________________________

Other Needs or Instructions:  _____________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________
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General Wedding Policies & Procedures

In keeping with the purpose of the church, the wedding ceremony will be a worship service in which God is honored.

All alcoholic beverages and illegal or controlled substances are strictly prohibited on all MFFBC property.  All buildings are “smoke-free” .To disregard this policy will mean forfeiture of the Security Deposit placed by the bride. Anyone under the influence of chemicals or alcohol will not be allowed to participate in the rehearsal or wedding.

Wedding ceremonies must begin on time. The bride is responsible for making this known to the wedding party, guests, and vendors. Both the bride and the groom must be in the church at least 30 minutes prior to time for the wedding.

Seasonal decorations may not be removed or rearranged for weddings. There is some flexibility in the Chapel. Plants and arrangement of furniture can be moved but must be replaced after the wedding. Please check with the Church Hostess before any changes are made.
MFFBC does not schedule any weddings on holiday weekends or Sundays.

Church audio/visual equipment is off limits and should not be moved or operated by anyone other than church personnel.

A Sound Technician will attend the rehearsal to set up all music and microphones. The sound system is operated by church personnel only. If more than one technician is needed an additional fee will be charged.
The use of birdseed, rice, or confetti is prohibited on MFFBC property including the Church Pavilion. Bubbles may be used outside the buildings only.
Someone should be designated to make sure everything is in order and cleaned up in each of the dressing rooms as well as the other facilities used for the wedding..

When using curling irons in the dressing rooms, PLEASE make sure they are placed on the tables, not the carpet or fabric chairs.

Food and drinks other than water should not be brought into the dressing rooms or the Worship 
Center/Chapel.
An “Emergency Kit” with safety pins, scissors, tape, needle and thread, and any other items that might be needed is a great idea to bring when getting ready for the wedding.

When planning a reception without the services of a caterer designate someone to be in charge of decorating, making the punch, picking up serving pieces and dishes, being in charge of the clean-up time, etc. The Church Hostess will be on duty to assist and coordinate with the custodians who will be responsible for taking down tables, chairs, sweeping, mopping, vacuuming and removing trash.

Punch served at the reception should be light in color or clear. Red or grape-type punches are very damaging to the carpet and other fabrics and should not be used.
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All food and drinks served for the reception are to be consumed in the Fellowship Hall. Please make sure the wedding party knows that food and drinks are not allowed in the Worship Center or Chapel.

Coffee, tea, paper goods, table covers, dishes, etc. used for the reception or rehearsal dinner should be furnished by the wedding party, not the church.
The Fellowship Hall must be cleaned and cleared by 9:00 PM so that the custodians will have time to complete their clean-up duties.

A nursery may be available at the expense of the wedding party by making arrangements in advance through the Church Office. Payment for nursery services will be made directly to the church nursery workers on the day of the wedding at the current hourly rate set by the church .Nursery use is subject to worker availability, requiring a two (2) worker minimum.

Included in this booklet are special guidelines for the caterer, musicians, photographer, videographer and florist/decorator.  Please be sure outside contractors or friends who will be responsible for these areas fully understand all these guidelines.  Disregard of these policies will be your responsibility and could result in added fees and/or forfeiture of deposit.

MFFBC will not be responsible for personal items (wedding dress, attendants’ dresses, coats, purses, gifts, silver, glassware, dishes, etc.) brought to the church by the wedding party.
MFFBC will not be liable for any items lost, stolen, or damaged. However, every reasonable effort will be made to assist the wedding party in protecting such property.
                                                                                     16

Wedding Rehearsal

The rehearsal must begin promptly at the scheduled time.  It is the responsibility of the bride and groom to see that all members of the wedding party are on time.

· The officiating minister is in charge of the wedding rehearsal.

· The rehearsal will last approximately one (1) hour.

· All persons with responsibility in the wedding should be present (attendants, parents, grandparents, ushers, candle lighters, ring bearers, etc.)

· The marriage license should be given to the officiating minister at the beginning of rehearsal.

· All music for vocalists and instrumentalists must be pre-approved by the Minister of Music prior to rehearsal (four weeks prior to rehearsal date).

BE PREPARED. Having these questions, as well as any others, answered before the rehearsal will allow the wedding to run smoothly and in a timely manner.

· Who will “coordinate” the wedding?

· Who will be responsible to distribute flowers on the wedding day?

· Who will tell the wedding party when to walk down the aisle, where to stand on the platform, etc.

· Who will light the candles?

· Who will be your head usher?

· Who will seat the mothers, grandparents, etc.?

· How many family pews will need to be reserved?

· Who are the attendants in order of entrance?

· Will there be a unity candle?

· Will a program for the wedding be printed listing the order of service, names of attendants, etc.?
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Map of Church Facilities

Checklist

  1.  Contact Church Receptionist who will provide information regarding at MFFBC

2. Schedule preliminary conference with MFFBC Pastor:

· Arrange time for premarital counseling

· Have wedding placed on Church Calendar after approval by Pastor/Church Administrator

 3. Complete and return forms provided by the Church Receptionist: 

·  Wedding Policy Agreement application approved by the Pastor

· Attach $150.00 (member) / $300.00 (non-member) deposit check to above stated form

· Church Facilities Use Request form

· Church Receptionist will forward forms to the Church Hostess

 4.  Schedule a meeting with the Church Hostess:
· Complete Wedding Personnel and Fees Worksheet

· Discuss policies and other details pertaining to the wedding

5.  Schedule a meeting with the Minister of Music at least FOUR (4) WEEKS prior to wedding

· Discuss wedding music selections

· Complete the Audio/Visual Technician form with the Minister of Music

6.  Discuss Guidelines with the following individuals at the time of arrangements 

       as discussed with the Church Hostess

· Photographer

· Videographer

· Florist/Decorators

7. Complete Set-up Diagram form and return to the Church Receptionist.

 8.  Schedule time for decorating with the Church Hostess.

 9.  Complete all required premarital counseling.

 10.  Pay all remaining wedding fees no later than two (2) weeks prior to the wedding.

11.  Provide officiating minister with the Marriage License at the beginning of the wedding rehearsal.

Failure to abide by policies stated in this booklet may result in forfeiture of deposit.

Send all payments of fees to:

Marble Falls First Baptist Church

501 12th Street

Marble Falls, TX  78654

All payments are due NO LATER THAN TWO (2) WEEKS prior to Rehearsal Date.
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“Walk-up” Weddings

A” walk-up” wedding serves the needs of people who do not want a formal wedding with the full services normally offered.  There are no fees or deposits required for the church (except for the officiating minister’s fee) unless additional services or equipment are requested.  The wedding ceremony may be performed in the Chapel, Worship Center, or in the officiating minister’s office.  The wedding party may consist of the bride, groom, and possibly one attendant standing before the officiating minister for the ceremony.  In keeping with the purpose of the church, the wedding ceremony will be a worship service in which God is honored.

Because there is no personnel provided other than the minister, some restrictions will apply:  

· No rehearsal is required

· No dressing rooms are available

· Instrumentalists and sound technicians are not available

· No decorations (florals, plants, plant pedestals, etc.) are provided by the church

· No furniture will be moved in the Chapel or other facilities

· Marriage license MUST be delivered to the minister BEFORE the wedding

· Wedding guests  limited to family and VERY SMALL group of friends

· Remind guests -  smoking and alcoholic beverages are NOT PERMITTED on the church property

· Rice, confetti, and birdseed may not be used; bubbles are acceptable outside the church buildings

To schedule a “Walk-Up” wedding contact the Church Receptionist at 830-693-4381 for information.   Then arrange a preliminary conference with the MFFBC Pastor for approval of wedding date and to set up pre-marital counseling sessions. Approval of date is also needed by the Church Administrator.
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