
 

Beaver Dam Baptist Church 

Wedding Policy 
(revised 11/8/2015) 

 

 

Your wedding is a sacred occasion.  It will be most meaningful to you and your families and friends 

when there is careful planning.  For that reason, the following statements will govern your plans at 

Beaver Dam Baptist Church. 

 

Setting the Time for Your Wedding 

 

Careful early planning is necessary.  The date of the wedding is set in consultation with the 

Administrative Assistant who checks the church activities schedule.  At this consultation, the wedding 

application form is filled out and arrangements are made for conferencing with the pastor.  The 

application must be returned, with one-half of the fees, before the reservation will be entered on the 

church calendar.  The remainder of the fees must be paid 30 days prior to the date of the wedding.  

Cancellations must be made at least 24 hours in advance by calling the church office.   

 

It is extremely important that the exact time indicated for rehearsal and wedding be observed.  All 

wedding party members should be in their place at the indicated time. 

 

Weddings may be held in the Sanctuary (500 seats), Fellowship Hall (120 seats) or church office (no 

seating). 

 

Saturday night weddings and receptions are discouraged.  No weddings should be scheduled later than 

4:00 p.m. on Saturday.  (Saturday night activities place an extra burden on the custodial staff, who must 

make ready for Sunday worship services).  Holiday weekend weddings are strongly discouraged and are 

subject to the availability of the ministerial staff and custodial personnel. 

 

Officiating Minister of Wedding Ceremony 

 

Weddings must be performed by an ordained minister of the Beaver Dam Baptist Church.  Requests for 

an exception must be approved by the pastor, ministerial staff, and deacon board.  Pre-marital 

counseling must be provided by the officiating minister. 

 

Wedding Staff Personnel 

 

The staff personnel designated to consult with the bride and wedding party will be available by 

appointment.  He/she will tour the facilities with the bride to show the rooms available for use by the 

wedding party.  They will also ensure that the bride understands the wedding policies of Beaver Dam 

Baptist Church. 

 

 

(1) 

 

 

 



Wedding Music 

 

It is important to keep in mind that a church wedding is a service of the church, and the music should be 

in keeping with the reverence that is observed in the house of the Lord.  The bride shall discuss with the 

Worship Leader or Pastor the music to be played.  It is the responsibility of the bride to see that vocalists 

contact the instrumentalists.   

 

Sound Technician 

 

If sound equipment is needed in the sanctuary, arrangements must be made in advance for approved 

sound booth personnel to be present.  Please see the fee schedule for the cost of this service per event. 

 

The Wedding Party 

 

It is expected that members of the wedding party will recognize that the church is the house of God with 

appropriate behavior.  The use of any tobacco products or electronic cigarettes are not permitted on the 

campus of Beaver Dam Baptist Church.  Alcoholic beverages are not allowed on the church premises at 

any time.  No wedding rehearsal or wedding will be performed if any member is under the influence of 

alcoholic beverages or any other intoxicant.  It is the obligation of the bride and groom to make certain 

these rules are made known to all members of the wedding party.     

 

Confetti, rice, bird seed, glitter, etc. are not to be thrown in the church building.  Bird seed is permitted 

outside of the building. 

 

The bride and groom shall be responsible for any and all damages or losses of any kind to church 

property. 

 

The bride and her attendants may dress in the Winsome Class (down from the church office) and the 

groom and groomsmen may dress in the Class of Faith (behind the sanctuary). 

 

Rehearsal 

 

The wedding rehearsal should be scheduled when the wedding date is set.  A rehearsal should begin 

promptly.  Members of the wedding party are reminded that it should proceed in a reverent manner.  No 

child care will be provided.   If the Nursery area is used, the wedding party must provide child care 

during the wedding rehearsal, wedding, rehearsal dinner or reception.  There is also a $25.00 custodian 

fee charged for cleaning. 

 

Wedding Reception 

 

Church receptions may be held only in the Fellowship Hall.  Kitchen appliances may be used, but 

instructions for their usage should be obtained from the Wedding Staff Personnel.  The church has some 

dishes suitable for wedding receptions.  Church table linens are available and must be laundered and 

returned promptly following the event.  The kitchen is to be cleared and vacated within one hour after 

the reception is over. 
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Church members may request the use of the CAC for a reception; approval shall be obtained from the 

pastor, ministerial staff, and deacon body. The use of the CAC will be governed by the policies outlined 

elsewhere in this document. 

 

CAC Reception Policy 

 

Approved floor covering must be provided by the wedding party to cover and protect gym floor in its 

entirety, and to provide a safe environment for the guests.    Floor covering must be designed for this 

purpose and approved by trustees.    Plastic sheeting is not suitable or acceptable for this purpose. 

 

Music and activities in the CAC shall be consistent with Christian standards.   Music to be used shall be 

reviewed and approved by a minister on staff of Beaver Dam Baptist.  No smoking or use of alcoholic 

beverages will be allowed. 

 

Equipment on the gym floor shall not be removed from the CAC.   If equipment is relocated within the 

facility, it must be returned to its original location. 

 

All serving equipment, tables, chairs, decorations, and other items shall be removed from the CAC upon 

the conclusion of the reception, and the CAC ready for use by the end of the day. 

 

Decorations    (Please note and give to florist or decorator) 

 

The Sanctuary and Fellowship Hall are worship centers of the church.  It is the responsibility of the 

bride’s family to arrange for decorations.  The bride and groom shall be responsible for all damages or 

loses of any kind to church property, including, but not limited to furniture, floors, furnishings and 

equipment. 

 

When candles are used, they must be drip proof.  The pulpit, communion table and platform seating may 

be removed for weddings.   

 

Choir chairs may be removed, but strongly discouraged.  If they are removed it is the responsibility of 

the wedding party.  A refundable deposit of $100.00 should be paid if the choir loft chairs are removed 

before the ceremony and replaced after the ceremony without damage. 

 

Under no conditions shall decorations be attached to the pews, walls, railings or other furniture by 

pinning, gluing, stapling, nailing, or taping in the Sanctuary or Fellowship hall.  Ribbon ties or pew clips 

should be used at the ends of the pews.  The use of nails, tape, screws, tacks, push pins, or colored-

staining material on any part of the church facility is strictly prohibited.   All decorations and equipment 

should be removed promptly from the church.  There are no storage facilities available. 

 

If live plants are used, extra precaution should be used to prevent water damage or moisture from 

damaging the floor, carpet or furniture. 

 

The use of the Beaver Dam Baptist Church for weddings includes designated rooms and their 

furnishings.  The use and/or movement of equipment or additional church furnishings not located in that 

portion of the facility is permitted only through request to the Wedding Staff Personnel. 
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Responsibility of Personal Items 

 

Beaver Dam Baptist Church is not responsible for any personal property of any group left inside or 

outside the premises.  It will not be liable for items lost, stolen or damaged. 

 

Non-Member Use 

 

The Beaver Dam Baptist Church does not rent its facilities to non-members.  Under special 

circumstances, rental to non-members may be approved by the pastor, ministerial staff, and deacon 

board. 

 

Non-members shall designate a responsible church member to be present and supervise the use of 

church property during the rehearsal dinner, rehearsal, wedding and reception.  They may not use any 

glassware, china, flatware, paper products, linens, or supplies of the church.  Non-members must furnish 

all such items. 

 

Video Taping of Wedding 

 

Video taping of your wedding is permitted using personal equipment.  These guidelines should be 

followed: 

 

1. The equipment will be limited to the balcony, sides of the main floor or choir loft. 

2. No extra lights should be used. 

3. For safety purposes, no sound cables or other wiring will be extended through the 

building. 

 

Choir Chair Removal 

 

Removal of choir chairs is discouraged.   If they are removed, it is the responsibility of the wedding 

party to remove and replace the chairs.   A $100 refundable deposit is required.  It will be refunded when 

the chairs are replaced undamaged. 

 

Honorarium 

 

It is traditional to offer the minister or ministers in charge of your wedding an honorarium for their 

services.  The bride and groom should consider their relationship to the church, member or non-member, 

the amount of time spent in pre-marital counseling sessions, the wedding rehearsal, and the wedding 

itself before determining the amount of the honorarium.  It should be placed in a plain white envelope 

and given to the minister or ministers at the end of the wedding service or after the wedding reception.  
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Facility Fees for Weddings 
 

 

Appropriate fees are requested to be paid at the time of application and checks made payable to 

Beaver Dam Baptist Church.  Wedding fees are divided into two categories, depending on whether 

the participants are members or non-members of the church.  Unless otherwise specified, the fees 

are the responsibility of the bride.   

 

Church Members (bride, groom or at least one parent must be a member of the church)  

 

1. Use of Church Facilities  No Charge 

2.  Custodial Personnel   

     a.   Sanctuary  (only) 75.00 

     b.  Fellowship Hall  (only)  50.00 

     c.  Sanctuary, Fellowship Hall, 

          and Kitchen 

200.00 

 

     d.  Fellowship Hall and Kitchen 125.00 

     e.  Nursery 25.00 

     f.  Rehearsal dinner – Fellowship Hall 75.00 

     g.  CAC   225.00 

     h.  Sanctuary and CAC 300.00 

3.  Damage deposit (refundable) 500.00 

4.  Sound technician 

          Rehearsal 

          Wedding 

 

50.00 

50.00 

5.  Choir chair removal (refundable deposit) 100.00 

 

 

Non-Member Fees 

           Rental Custodian Total 

1.Use of Sanctuary only    $250.00 $150.00 $400.00 

2.Use of Fellowship Hall only     $150.00 100.00 250.00 

3.Sanctuary, Fellowship Hall, Kitchen    $500.00 325.00 825.00 

4.Fellowship Hall and Kitchen        250.00 225.00 475.00 

5.Nursery N/C 25.00  

6.Rehearsal Dinner     N/C 75.00  

      

Sound Technician    

 Rehearsal                                               50.00    

 Wedding                                                50.00    

    

Refundable Damage deposit                             500.00    

Choir chair removal  (refundable deposit)        100.00
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Wedding Rehearsal Dinner Policy 
 

Wedding Rehearsal Dinners may be held within the building by church members only.  No smoking or 

use of alcoholic beverages will be allowed.  There is no child care provided.  Food preparation is the 

responsibility of the wedding party.  Use of the kitchen requires personnel authorized by the Hospitality 

Committee.  No food stored in our church kitchen is to be used.  Custodians are not responsible for 

washing dishes.  Leave the kitchen and Fellowship Hall neat and in order. 

 

Custodian fee:  $75.00 

 

 

Requested date:___________________________________________ 

 

Rehearsal Dinner Time:____________________________________  

 

 

Name of person preparing food:______________________________________________ 

 

 

Please sketch table arrangement.  

 

 

 

 

 

 

 

 

Contact person:______________________________ Phone #:________________ 

 

 

 

I have read the policies relating to the application and agree to abide by the same and to make every 

effort to insure that my guests will do likewise. 

 

_______ Date   ______________________ Signature 

 

Approved by Church Representative:_______________________ Date:_____________ 

 

________________________________________________________________________ 

 

For Church Office Use Only 

 

Custodian fee 

  Paid___________  Date____________ 

 

 

Date entered on Church Calendar:_______________________________ 
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Wedding Application 

Beaver Dam Baptist Church 
 

Wedding Date:________________________ Hour:_________________________ 

 

Rehearsal Date:_______________________  Hour:_________________________ 

 

Minister:____________________________  Vocalist:______________________ 

 

Florist:______________________________  Caterer:_______________________ 

 

 

Bride:_______________________________ Phone:________________________ 

 

 Church Affiliation:__________________________________________________ 

 

 Present Address:____________________________________________________ 

 

 Address After Marriage:______________________________________________ 

 

 Parents’ Name and Address:___________________________________________ 

 

 __________________________________________________________________ 

 

Groom:______________________________ Phone:________________________ 

 

 Church Affiliation:__________________________________________________ 

 

 Present Address:____________________________________________________ 

 

 Parents’ Name and Address:___________________________________________ 

 

 __________________________________________________________________ 

 

 

Maid of Honor____________________________________________________________ 

 

Bestman_________________________________________________________________ 

(names needed for marriage license) 

 

Contact person___________________________ Phone #_______________________ 
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Fees: 

 

_________ Sanctuary only $ 75.00 

 

_________ Fellowship Hall $ 50.00 

 

_________ Sanctuary, Fellowship Hall, and Kitchen 

 

$200.00 

_________ Fellowship Hall and Kitchen $125.00  

 

_________ Nursery $  25.00 

 

_________ Rehearsal Dinner $ 75.00 

 

_________ Damage deposit (refundable) $500.00 

 

_________ 

 

CAC $225.00 

_________ Choir chair removal (refundable) $100.00 

 

_________ 

 

Sanctuary and CAC $300.00 

_________ Sound Technician 

    Rehearsal 

    Wedding 

 

$  50.00 

$  50.00 

   

 TOTAL Fees ____________ 

 

   

 One-half of fees due day of booking ____________ 

 

 Balance due 30 days prior to wedding  ____________ 

 

 Total Fees Paid ____________ 

 

   

 

   

I have read and agree to abide by the Guidelines and Policies for use of the Beaver Dam Baptist Church 

facilities for wedding activities. 

 

 Date:_______________________ Signature:___________________________ 

 

Approved by Church Representative:_________________________________________ 

 

Date:_________________________    Entered on Church Calendar:________________ 
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INSTRUCTIONS FOR CUSTODIAN 

 

 

Name of Wedding Party ____________________________________________________ 

 

Date of Wedding__________________________________________________________ 

 

Date of Rehearsal_________________________________________________________ 

 

Will there be a Rehearsal Dinner?______ Where______________________________ 

 

Reception_______ Where________________________________________________ 

 

 

1. Are there special instructions for the Sanctuary? 

 

 

 

2. Are there special instructions for the Rehearsal? 

 

 

 

3. Are there special instructions for the Rehearsal Dinner? 

 

 

 

4. Are there special instructions for the Reception?   

  Number of Tables________  Number of Chairs_________ 

 

 

Draw a sketch of how you would like the Fellowship Hall 

 to be set-up with tables and chairs: 

 

 

 

 

 

 

 

 

 

5. Name and phone of person giving instructions for the set-ups above? 

 

 __________________________________________________________________ 

 

 __________________________________________________________________  
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ORDER OF SERVICE CHECK LIST 

START TIME  EVENTS AS FOLLOWS 

___________  Everyone at church and ready for the pre-wedding pictures. 

   NO LATER than 1 hr. 15 min. before service. 

___________  Ushers in place, ready to usher 45 minutes before processional. 

___________  Prelude 20-30 minutes before processional 

___________  Songs – optional 

___________  Lighting of candelabra during music or song. . .all optional 

   (Candles may be lit before prelude) 

___________  Grooms parents (or mother) light unity candle and then seated. 

___________  Music or song during lighting of unity candles. 

      A. Unity Candle Optional 

      B. Groom’s parents are seated to the right of the church 

      C. If parents are divorced or separated, father (or father and     

    present wife) are to be seated in the pew directly behind the   

    mother. 

___________  Bride’s parents (or mother) light unity candle and then seated. 

      A. Unity Candle Optional 

      B. Bride’s parents are seated to the left of the church. 

      C. If parents are divorced or separated, father (or father &    

    present wife) are to be seated in the pew directly behind the   

    mother. 
NOTE:  NO ONE ELSE IS SEATED AFTER THE BRIDE’S MOTHER OR PARENTS ENTER TO LIGHT THE UNITY 

CANDLE.  If others arrive they should wait until the processional and then quietly find a seat in the back on their own. 

___________  Song – optional 

___________  Ushers pull aisle runner – optional 

___________  Processional – Enter Minister, Groom and Groomsmen 

     1.  Bridesmaid proceed down the aisle and takes their place. 

     2. Maid of honor enters 

     3. Ring bearer enters (optional) 

     4. Flower girl enters (optional) 

     5. Wedding chorus begins 

     6. Mother of Bride stand (cue for congregation to stand) 

     7. Bride and Father enter 

     8. Minister begins the ceremony 

     9. Father gives bride away 

        (optional & suggested response of father such as  

“Her mother and I,” I do, “We do,” “her family and I,” etc. 

   10. Minister continues ceremony 

   11. Couple light unity candle – music – optional 

   12. Minister finishes ceremony 

   13. Prayer 

   14. Presentation of newlyweds 

   15. Recessional 

   16. Usher Bride’s parents out of sanctuary 

   17. Usher Groom’s parents out of sanctuary 

   18. Receiving Line (optional) 

   19. Reception 

(11) 



Sound Technicans for Weddings 

 

 

Steve Hopper  274-3603 

 

Leonard Cook  274-3598 

 

James Fulkerson  274-3522 
   

    


