GUIDELINES FOR THE CATERER

 (to be signed by the Caterer and returned to the church office)

1. The reception and/or rehearsal dinner may be held in the Family Life Center Fellowship Hall.  All church facilities must be left as they are found.

2. Caterers must provide their own equipment (cleaning supplies, utensils, candelabras, punch bowls, plates, table linens, serving items, etc.) and must make arrangements for admission to the church through the church office.  Caterers must not use the kitchen surfaces for cutting.  They must provide their own cutting boards.

3. Only personnel approved by the Church Liaison may operate the dishwasher.

4. Use of intoxicants will not be permitted.  Smoking inside the church buildings is prohibited.  No food or drink is allowed anywhere in the buildings except for the kitchen and fellowship hall areas (or gym if rented for the reception).

5. The gym floor must be covered by the custodian before any activities involving the gym begin.  Any furniture or objects belonging to the church are to be moved out by the custodian only.  The number of chairs and tables needed within the appropriate areas must be entered on the application form that the bride returns to the office.  Anything that cannot be removed will be screened with the lattice partitions.  The custodian is not responsible for moving any rental furniture or objects.  The caterer must make arrangements with the Church Wedding Liaison on where to put rental equipment afterwards if it can’t be removed immediately.
6. The custodian cleans before any set up begins and after the buildings are empty following the reception.  The custodian does not clean up during the wedding set up time.  The caterer is responsible for cleaning up any messes made during the wedding preparations.  Exception:  The custodian will clean up after the Rehearsal Dinner if it is held in the Fellowship Hall.

7. The caterer is responsible for leaving the tables, chairs, and kitchen in a clean and orderly manner – this includes sinks, counters, stove, and refrigerators.  Trash must be taken to the dumpster.

8. No birdseed, rice, confetti, or other material shall be used inside the buildings.  Birdseed may be used outside only.  Any containers, ribbon, netting, etc., left in the parking lots must be picked up. (The birdseed may be left in the parking lots.)

9. The buildings must be cleared within two (2) hours after the bride and groom leave in order for the custodian to have everything back to normal for the next function.

10.  Columns, stands, floral arrangements, containers, etc. must have felt, carpet, or plastic under each as a protector for the Gym floor.  No water must come in contact with the gym floor.  (Do not rely on the gym floor mat as a protector.)  All chairs and tables must have caps on them to protect the wood floor under the mat.

11. The Church Wedding Liaison will be responsible for enforcing these rules.

I have read the Wedding Guidelines of Pleasant Grove United Methodist Church for the Caterer and agree to abide by them.

Caterer’s Signature___________________________________      Date____________

3-13-03                                                                (please return to the church office no later than 30 days prior to the wedding)

GUIDELINES FOR THE CATERER

(Caterer’s Copy)

1. The reception and/or rehearsal dinner may be held in the Family Life Center Fellowship Hall.  All church facilities must be left as they are found.

2. Caterers must provide their own equipment (cleaning supplies, utensils, candelabras, punch bowls, plates, table linens, serving items, etc.) and must make arrangements for admission to the church through the church office.  Caterers must not use the kitchen surfaces for cutting.  They must provide their own cutting boards.

3. Only personnel approved by the Church Liaison may operate the dishwasher.

4. Use of intoxicants will not be permitted.  Smoking inside the church buildings is prohibited.  No food or drink is allowed anywhere in the buildings except for the kitchen and fellowship hall areas (or gym if rented for the reception).

5. The gym floor must be covered by the custodian before any activities involving the gym begin.  Any furniture or objects belonging to the church are to be moved out by the custodian only.  The number of chairs and tables needed within the appropriate areas must be entered on the application form that the bride returns to the office.  Anything that cannot be removed will be screened with the lattice partitions.  The custodian is not responsible for moving any rental furniture or objects.  The caterer must make arrangements with the Church Wedding Liaison on where to put rental equipment afterwards if it can’t be removed immediately.
6. The custodian cleans before any set up begins and after the buildings are empty following the reception.  The custodian does not clean up during the wedding set up time.  The caterer is responsible for cleaning up any messes made during the wedding preparations.  Exception:  The custodian will clean up after the Rehearsal Dinner if it is held in the Fellowship Hall.

7. The caterer is responsible for leaving the tables, chairs, and kitchen in a clean and orderly manner – this includes sinks, counters, stove, and refrigerators.  Trash must be taken to the dumpster.

8. No birdseed, rice, confetti, or other material shall be used inside the buildings.  Birdseed may be used outside only.  Any containers, ribbon, netting, etc., left in the parking lots must be picked up. (The birdseed may be left in the parking lots.)

9. The buildings must be cleared within two (2) hours after the bride and groom leave in order for the custodian to have everything back to normal for the next function.

10.  Columns, stands, floral arrangements, containers, etc. must have felt, carpet, or plastic under each as a protector for the Gym floor.  No water must come in contact with the gym floor.  (Do not rely on the gym floor mat as a protector.)  All chairs and tables must have caps on them to protect the wood floor under the mat.

11. The Church Wedding Liaison will be responsible for enforcing these rules.

3-13-03
GUIDELINES FOR THE CATERER

(Bride’s Copy)

1. The reception and/or rehearsal dinner may be held in the Family Life Center Fellowship Hall.  All church facilities must be left as they are found.

2. Caterers must provide their own equipment (cleaning supplies, utensils, candelabras, punch bowls, plates, table linens, serving items, etc.) and must make arrangements for admission to the church through the church office.  Caterers must not use the kitchen surfaces for cutting.  They must provide their own cutting boards.

3. Only personnel approved by the Church Liaison may operate the dishwasher.

4. Use of intoxicants will not be permitted.  Smoking inside the church buildings is prohibited.  No food or drink is allowed anywhere in the buildings except for the kitchen and fellowship hall areas (or gym if rented for the reception).

5. The gym floor must be covered by the custodian before any activities involving the gym begin.  Any furniture or objects belonging to the church are to be moved out by the custodian only.  The number of chairs and tables needed within the appropriate areas must be entered on the application form that the bride returns to the office.  Anything that cannot be removed will be screened with the lattice partitions.  The custodian is not responsible for moving any rental furniture or objects.  The caterer must make arrangements with the Church Wedding Liaison on where to put rental equipment afterwards if it can’t be removed immediately.
6. The custodian cleans before any set up begins and after the buildings are empty following the reception.  The custodian does not clean up during the wedding set up time.  The caterer is responsible for cleaning up any messes made during the wedding preparations.  Exception:  The custodian will clean up after the Rehearsal Dinner if it is held in the Fellowship Hall.

7. The caterer is responsible for leaving the tables, chairs, and kitchen in a clean and orderly manner – this includes sinks, counters, stove, and refrigerators.  Trash must be taken to the dumpster.

8. No birdseed, rice, confetti, or other material shall be used inside the buildings.  Birdseed may be used outside only.  Any containers, ribbon, netting, etc., left in the parking lots must be picked up. (The birdseed may be left in the parking lots.)

9. The buildings must be cleared within two (2) hours after the bride and groom leave in order for the custodian to have everything back to normal for the next function.

10.  Columns, stands, floral arrangements, containers, etc. must have felt, carpet, or plastic under each as a protector for the Gym floor.  No water must come in contact with the gym floor.  (Do not rely on the gym floor mat as a protector.)  All chairs and tables must have caps on them to protect the wood floor under the mat.

11. The Church Wedding Liaison will be responsible for enforcing these rules.

3-13-03
GUIDELINES FOR PHOTOGRAPHERS

 (to be signed by the Photographer and returned to the church office)

1. One flash photograph may be made as the bride enters the Sanctuary, provided the photographer remains near the rear of the Sanctuary.  One flash photograph may be made as the bride and groom leave the Sanctuary provided the photographer remains near the rear of the Sanctuary.

2. Under no circumstances will pews or other church furnishings be used to secure additional height for photographing or lighting equipment.

3. Waste products from any type camera will not be laid on church pews, furniture, window sills, or carpet.

4. Anyone requesting videos being made during the service must contact the Minister prior to final arrangements being made.  Lighting for videos must not exceed that used in the Sanctuary lighting.  No flood lamps to provide extra light will be permitted.  No cameras will be allowed in the chancel area.  Videos may be made under the same conditions required for other types of photography.

5. Posed pictures may be taken at the chancel if desired, and with the use of flash bulbs or flood lights, prior to the service or at the conclusion of the service and after the congregation is dismissed.

6. No flash pictures may be taken in the Sanctuary from time the quests begin to arrive throughout the ceremony.

7. Smoking inside the church buildings is prohibited.  No alcoholic beverages will be allowed in the church buildings.  No food or drink is allowed outside of the kitchen and fellowship hall areas (or gym if rented for the reception).

8. The Church Wedding Liaison will be responsible for enforcing these rules.

     I have read the wedding guidelines of Pleasant Grove United Methodist Church for the photographer and agree to abide by them.

     Photographer’s Signature________________________________    Date___________

(please return to the church office no later than 30 days prior to the wedding)

3-13-03
GUIDELINES FOR PHOTOGRAPHERS

(Photographer’s Copy)

1. One flash photograph may be made as the bride enters the Sanctuary, provided the photographer remains near the rear of the Sanctuary.  One flash photograph may be made as the bride and groom leave the Sanctuary provided the photographer remains near the rear of the Sanctuary.

2. Under no circumstances will pews or other church furnishings be used to secure additional height for photographing or lighting equipment.

3. Waste products from any type camera will not be laid on church pews, furniture, window sills, or carpet.

4. Anyone requesting videos being made during the service must contact the Minister prior to final arrangements being made.  Lighting for videos must not exceed that used in the Sanctuary lighting.  No flood lamps to provide extra light will be permitted.  No cameras will be allowed in the chancel area.  Videos may be made under the same conditions required for other types of photography.

5. Posed pictures may be taken at the chancel if desired, and with the use of flash bulbs or flood lights, prior to the service or at the conclusion of the service and after the congregation is dismissed.

6. No flash pictures may be taken in the Sanctuary from time the quests begin to arrive throughout the ceremony.

7. Smoking inside the church buildings is prohibited.  No alcoholic beverages will be allowed in the church buildings.  No food or drink is allowed outside of the kitchen and fellowship hall areas (or gym if rented for the reception).

8. The Church Wedding Liaison will be responsible for enforcing these rules.

3-13-03
GUIDELINES FOR PHOTOGRAPHERS

(Bride’s Copy)

1. One flash photograph may be made as the bride enters the Sanctuary, provided the photographer remains near the rear of the Sanctuary.  One flash photograph may be made as the bride and groom leave the Sanctuary provided the photographer remains near the rear of the Sanctuary.

2. Under no circumstances will pews or other church furnishings be used to secure additional height for photographing or lighting equipment.

3. Waste products from any type camera will not be laid on church pews, furniture, window sills, or carpet.

4. Anyone requesting videos being made during the service must contact the Minister prior to final arrangements being made.  Lighting for videos must not exceed that used in the Sanctuary lighting.  No flood lamps to provide extra light will be permitted.  No cameras will be allowed in the chancel area.  Videos may be made under the same conditions required for other types of photography.

5. Posed pictures may be taken at the chancel if desired, and with the use of flash bulbs or flood lights, prior to the service or at the conclusion of the service and after the congregation is dismissed.

6. No flash pictures may be taken in the Sanctuary from time the quests begin to arrive throughout the ceremony.

7. Smoking inside the church buildings is prohibited.  No alcoholic beverages will be allowed in the church buildings.  No food or drink is allowed outside of the kitchen and fellowship hall areas (or gym if rented for the reception).

8. The Church Wedding Liaison will be responsible for enforcing these rules.

3-13-03
GUIDELINES FOR THE FLORIST

 (to be signed by the Florist and returned to the church office)

1. The church is a House of Worship.  We urge your restraint in the use of flowers and other decorations.

2. All church facilities must be left as they are found.  Do not leave an excessive mess for the custodian to clean.  The custodian cleans only before the wedding set up time and after the wedding.  The florist is responsible for cleaning up any messes made during the wedding preparations.
3. The church should be cleared of all greenery, flowers, candles, etc. within two (2) hours after the ceremony for the custodian to have the church in order for the next service to be held.  The florist must make arrangements with the Church Wedding Liaison on where to put rental equipment afterwards if it can’t be removed immediately.  The custodian is not responsible for moving any rental furniture or objects.
4. No plants, palms, candelabra, nails, pins, screws, tacks, tape, glue, or adhesive are to be placed on any pews, chancel furniture, kneeling rail or used in pew markers.

5. Candles used in candelabras must be protected by florist paper on the carpet to prevent dripping.  In case of violation of any of these rules, resulting in damage, the florist or parties decorating will be held responsible.  The church will have damages repaired and the bill will be sent to the florist responsible.  Florists paper must be used even with so-called “drip proof” candles.  The candles shall not be lighted until this precaution has been taken.

6. No furniture in the church will be moved, other than the baptismal font, flags, and/or flower stands.  Nothing is to be put on the pulpit.  Nothing shall be placed on the altar or in front of the altar so that the altar is obscured.  No decorations or flowers may be placed on the chancel rail or kneeling cushions.  In case of breakage or damage, those responsible are expected to cheerfully pay for same.

7. The church paraments, either in the color of the church season or in white, will be used.  Seasonal adornments used in the Sanctuary (such as Chrismon Trees) are to be left in place as part of the service of the wedding.

8. Smoking inside the church buildings is prohibited.  No alcoholic beverages are allowed in the church buildings.  No food or drink is allowed except for the kitchen and fellowship hall areas (or gym if rented for the reception).

9. The Church Wedding Liaison will be responsible for enforcing these rules.  

I have read the wedding guidelines of Pleasant Grove United Methodist Church for the florist and agree to abide by them.

     Florist’s Signature________________________________    Date___________

(please return to the church office no later than 30 days prior to the wedding)

3-13-03
GUIDELINES FOR THE FLORIST

(Florist’s Copy)

1. The church is a House of Worship.  We urge your restraint in the use of flowers and other decorations.

2. All church facilities must be left as they are found.  Do not leave an excessive mess for the custodian to clean.  The custodian cleans only before the wedding set up time and after the wedding.  The florist is responsible for cleaning up any messes made during the wedding preparations.
3. The church should be cleared of all greenery, flowers, candles, etc. within two (2) hours after the ceremony for the custodian to have the church in order for the next service to be held.  The florist must make arrangements with the Church Wedding Liaison on where to put rental equipment afterwards if it can’t be removed immediately.  The custodian is not responsible for moving any rental furniture or objects.
4. No plants, palms, candelabra, nails, pins, screws, tacks, tape, glue, or adhesive are to be placed on any pews, chancel furniture, kneeling rail or used in pew markers.

5. Candles used in candelabras must be protected by florist paper on the carpet to prevent dripping.  In case of violation of any of these rules, resulting in damage, the florist or parties decorating will be held responsible.  The church will have damages repaired and the bill will be sent to the florist responsible.  Florists paper must be used even with so-called “drip proof” candles.  The candles shall not be lighted until this precaution has been taken.

6. No furniture in the church will be moved, other than the baptismal font, flags, and/or flower stands.  Nothing is to be put on the pulpit.  Nothing shall be placed on the altar or in front of the altar so that the altar is obscured.  No decorations or flowers may be placed on the chancel rail or kneeling cushions.  In case of breakage or damage, those responsible are expected to cheerfully pay for same.

7. The church paraments, either in the color of the church season or in white, will be used.  Seasonal adornments used in the Sanctuary (such as Chrismon Trees) are to be left in place as part of the service of the wedding.

8. Smoking inside the church buildings is prohibited.  No alcoholic beverages are allowed in the church buildings.  No food or drink is allowed except for the kitchen and fellowship hall areas (or gym if rented for the reception).

9. The Church Wedding Liaison will be responsible for enforcing these rules.  

3-13-03
GUIDELINES FOR THE FLORIST

(Bride’s Copy)

1. The church is a House of Worship.  We urge your restraint in the use of flowers and other decorations.

2. All church facilities must be left as they are found.  Do not leave an excessive mess for the custodian to clean.  The custodian cleans only before the wedding set up time and after the wedding.  The florist is responsible for cleaning up any messes made during the wedding preparations.
3. The church should be cleared of all greenery, flowers, candles, etc. within two (2) hours after the ceremony for the custodian to have the church in order for the next service to be held.  The florist must make arrangements with the Church Wedding Liaison on where to put rental equipment afterwards if it can’t be removed immediately.  The custodian is not responsible for moving any rental furniture or objects.
4. No plants, palms, candelabra, nails, pins, screws, tacks, tape, glue, or adhesive are to be placed on any pews, chancel furniture, kneeling rail or used in pew markers.

5. Candles used in candelabras must be protected by florist paper on the carpet to prevent dripping.  In case of violation of any of these rules, resulting in damage, the florist or parties decorating will be held responsible.  The church will have damages repaired and the bill will be sent to the florist responsible.  Florists paper must be used even with so-called “drip proof” candles.  The candles shall not be lighted until this precaution has been taken.

6. No furniture in the church will be moved, other than the baptismal font, flags, and/or flower stands.  Nothing is to be put on the pulpit.  Nothing shall be placed on the altar or in front of the altar so that the altar is obscured.  No decorations or flowers may be placed on the chancel rail or kneeling cushions.  In case of breakage or damage, those responsible are expected to cheerfully pay for same.

7. The church paraments, either in the color of the church season or in white, will be used.  Seasonal adornments used in the Sanctuary (such as Chrismon Trees) are to be left in place as part of the service of the wedding.

8. Smoking inside the church buildings is prohibited.  No alcoholic beverages are allowed in the church buildings.  No food or drink is allowed except for the kitchen and fellowship hall areas (or gym if rented for the reception).

9. The Church Wedding Liaison will be responsible for enforcing these rules.  

3-13-03

WEDDING APPLICATION

(Fill in applicable information and return to the church office as soon as possible)

BRIDE’S NAME:
______________________________________________________


ADDRESS:
______________________________________________________


HOME PHONE #:________________         WORK PHONE #:_______________

GROOM’S NAME
______________________________________________________


ADDRESS
______________________________________________________


HOME PHONE #:________________         WORK PHONE #:_______________

WEDDING DATE:
___________________
TIME: ______________

REHEARSAL DATE: ___________________
TIME: ______________

REHEARSAL DINNER DATE:  ___________
TIME: ______________

MINISTER (Performing the Ceremony):______________________PHONE #:________

ORGANIST: ___________________________________
PHONE #: ______________

OTHER MUSICIAN: ____________________________
PHONE #: ______________

VOCALIST: ___________________________________
PHONE #: ______________

FLORIST: _____________________________________
PHONE #: ______________

CATERER: ____________________________________
PHONE #: ______________

PHOTOGRAPHER: _____________________________
PHONE #: ______________

FACILITIES NEEDED:

        (Check all that apply)


Sanctuary







Family Life Center Fellowship Hall









Reception









_____# of tables needed









_____# of chairs needed









Rehearsal Dinner









_____# of tables needed









_____# of chairs needed







Parlor







Choir Room

FEES (for members and non-members):


(check all that are applicable and total at the bottom)





Charges        (subject to change)
Charges




(NON-MEMBERS)
(MEMBERS)

Custodians:


Sanctuary:

$ 50.00

$_____

$ 50.00


Family Life Center – (choose 1 only)




Reception Only (includes fellowship





hall & parlor):
$150.00

$_____

$150.00




Reception Only (includes fellowship





hall, gym, & parlor):
$300.00

$_____

$300.00




Rehearsal Dinner Only (includes





fellowship hall & parlor):
$100.00

$_____

$100.00




Rehearsal Dinner & Reception –




   (includes fellowship hall & parlor):
$200.00

$_____

$200.00




Rehearsal Dinner & Reception –




   (includes fellowship hall, gym, & parlor):
$350.00

$_____

$350.00




Parlor Only:

$ 50.00

$_____

$ 50.00

Use of buildings fee (utilities) (non-members only):
$500.00

$_____

Church Wedding Liaison fee:

$100.00

$_____

$100.00

          (The Liaison will be present during rehearsal & wedding.)

Refundable Deposit (To be forfeited when any of the



wedding packet rules are violated.  



Please leave a separate check.):
$150.00

$_____

$150.00








$_____

______








Total Paid
Date

(“Member” is defined for wedding purposes as a person whose name is currently

on the church roll and his or her children.)

     I have read the wedding policies of Pleasant Grove United Methodist Church and agree to abide by them.  I will make every effort to insure that my guests do likewise.  I will also make every effort to make sure the caterer, florist, & photographer will abide by the wedding policies and agree to forfeit the refundable deposit if the rules are violated.

     I also understand that all fees must be paid no later than 60 days prior to the wedding date.

Signature________________________________________    Date_____________
Copy to be returned to the church office

3-13-03
WEDDING APPLICATION (Bride’s Copy)

(Fill in applicable information and keep for your information)

BRIDE’S NAME:
______________________________________________________


ADDRESS:
______________________________________________________


HOME PHONE #:________________         WORK PHONE #:_______________

GROOM’S NAME
______________________________________________________


ADDRESS
______________________________________________________


HOME PHONE #:________________         WORK PHONE #:_______________

WEDDING DATE:
___________________
TIME: ______________

REHEARSAL DATE: ___________________
TIME: ______________

REHEARSAL DINNER DATE:  ___________
TIME: ______________

MINISTER (Performing the Ceremony):______________________PHONE #:________

ORGANIST: ___________________________________
PHONE #: ______________

OTHER MUSICIAN: ____________________________
PHONE #: ______________

VOCALIST: ___________________________________
PHONE #: ______________

FLORIST: _____________________________________
PHONE #: ______________

CATERER: ____________________________________
PHONE #: ______________

PHOTOGRAPHER: _____________________________
PHONE #: ______________

FACILITIES NEEDED:

        (Check all that apply)


Sanctuary







Family Life Center Fellowship Hall









Reception









_____# of tables needed









_____# of chairs needed









Rehearsal Dinner









_____# of tables needed









_____# of chairs needed







Parlor







Choir Room

FEES (for members and non-members):


(check all that are applicable and total at the bottom)





Charges
   (subject to change)
Charges




(NON-MEMBERS)
(MEMBERS)

Custodians:


Sanctuary:

$ 50.00

$_____

$ 50.00


Family Life Center – (choose 1 only)




Reception Only (includes fellowship





hall & parlor):
$150.00

$_____

$150.00




Reception Only (includes fellowship





hall, gym, & parlor):
$300.00

$_____

$300.00




Rehearsal Dinner Only (includes





fellowship hall & parlor):
$100.00

$_____

$100.00




Rehearsal Dinner & Reception –




   (includes fellowship hall & parlor):
$200.00

$_____

$200.00




Rehearsal Dinner & Reception –




   (includes fellowship hall, gym, & parlor):
$350.00

$_____

$350.00




Parlor Only:

$ 50.00

$_____

$ 50.00

Use of buildings fee (utilities) (non-members only):
$500.00

$_____

Church Wedding Liaison fee:

$100.00

$_____

$100.00

          (The Liaison will be present during rehearsal & wedding.)

Refundable Deposit (To be forfeited when any of the



wedding packet rules are violated.  



Please leave a separate check.):
$150.00

$_____

$150.00








$_____

______








Total Paid
Date

(“Member” is defined for wedding purposes as a person whose name is currently

on the church roll and his or her children.)

     I have read the wedding policies of Pleasant Grove United Methodist Church and agree to abide by them.  I will make every effort to insure that my guests do likewise.  I will also make every effort to make sure the caterer, florist, & photographer will abide by the wedding policies and agree to forfeit the refundable deposit if the rules are violated.

     I also understand that all fees must be paid no later than 60 days prior to the wedding date.

Signature________________________________________    Date_____________
Bride’s Copy

3-13-03
