
New Life Church 
Wedding Planning Information 

and Facility Reservation Request Form 
 

Date of Request: _______________________________________________________________ 

Name(s): _____________________________________________________________________ 

New Life Church membership: ________ Yes or   ________ No  

Group or Organization: ________________________________________________________ 

Address: _____________________________________________________________________ 

City, State, Zip: _______________________________________________________________ 

Contact Person: _______________________________________________________________ 

Home Phone Number: ___________________ Cell Phone Number: ___________________ 

Type of Event: _______Church     _______ Wedding     _______Meeting     _______Other 

Define other type of event: _____________________________________________________ 

Event date: __________________ Starting time: ___________ Ending time: ___________ 

FACILITY USE REQUREMENTS 

_____Worship Center _____Pavilion/Kitchen _____ Meeting Room 

____Sound Equipment _____PowerPoint 

Other Equipment Needed: ______________________________________________________ 

STAFF REQUIREMENTS: 

_____Minister                         _____Soloist                          _____Sound Technician 

_____Pianist                            _____Wedding Liaison         _____Other: _________________ 

PAYMENT FOR JANITORAL SERVICES MUST BE MADE BEFORE WEDDING DATE. 



ABSOLUTELY NO FOOD/DRINKS ARE ALLOWED IN THE WORSHIP CENTER 

BUILDING AT ANY TIME! (Bottled water is permissible.)  PLEASE DO NOT THROW 

YOUR FOOD/DRINK TRASH IN THE WORSHIP CENTER TRASH CANS. (This 

causes an odor throughout the building.) Food and Drink is allowed at The Coffee 

House/Kitchen Pavilion only.  NO ACOHOLIC BEVERAGES OR TOBACCO 

PRODUCTS ARE ALLOWED ANYPLACE ON THE NEW LIFE CHURCH GROUNDS. 

(Including the parking lots.)  

ONLY REMOVABLE - 3M/COMMANDPRODUCTS ALLOWED TO BE USED ON 

ANY FURNITURE, WALLS, STAIRS, OR DOORS. NO NAILS, TACKS, TAPE, OR 

ANYTHING THAT WOULD MAKE HOLES OR REMOVE PAINT WILL BE 

ALLOWED. 

CHILDREN MUST BE SUPERVISED AT ALL TIMES! PLEASE DO NOT ALLOW 

THEM TO BE LEFT UNSUPERVIED WITHOUT AN ADULT DURING DECORATING 

AND REHEARSAL TIMES. CHILDREN ARE NOT ALLOWED ON THE PLATFORM 

AT ANYTIME UNLESS PRIOR APPROVAL HAS BEEN GIVEN. MUSICAL 

INTRUMENTS AND SOUND EQUIPMENT SHOULD NOT BE MOVED OR 

TAMPERED WITH. A TRAINED PERSONNEL WILL BE ASSIGNED TO TAKE CARE 

OF MOVING THE INSTRUMENTS AND USAGE OF SOUND EQUIPMENT. 

CHILDREN MUST NOT BE PERMITTED TO PLAY WITH MUSICAL INTRUMENTS 

OR IN THE SOUND BOOTH AREA. (Including the piano in the foyer.) FAILURE TO 

ADHERE TO THESE INSTRUCTIONS WILL RESULT IN THE REHERSAL ENDING 

IMMEDIATELY. 



 

REMOVAL OF ALL DECORATIONS IS THE RESPONSIBILITY OF BRIDE AND 

GROOM IMMEDIATELY AFTER THE CEREMONY.  THE PRE-PAID JANITOR WILL 

BE CLEANING IMMEDIATLEY AFTER THE CEREMONY TO RESTORE THE 

BUILDINGS/ROOMS TO ORDER.  (Including any rooms used by the wedding party 

for dressing prior to the ceremony.)  Church services are scheduled in the building early 

Sunday mornings. Rooms and building must be in order. 

FALURE TO FOLLOW THESE RULES COULD RESULT IN YOUR USE OF CHURCH 

BUILDINGS TO BE CANCELLED. 

I acknowledge receipt of the guidelines for facility use at New Life Church.  I agree to 

abide by all the guidelines set forth in this information. 

_____________________________________     ______________________________________ 

Responsible Party                                                Pastor 

Office Use Only 

Church membership verified:   YES     NO Facility Availability:     YES     NO 

Deposit $__________ Date Paid: _________ Facility Fees: $_________ Date paid: _______ 

Mandatory Janitorial Deposit of $100.00 Paid?  ___________________________________ 

Cell Phone number for responsible person: ______________________________________ 

 

 

 

 



NEW LIFE CHURCH 

PASTOR’S POLICY STATEMENT FOR WEDDINGS 

It is important for you to understand that as a pastor, I am more interested in 
establishing Christian homes than I am in simple officiating at weddings. In light of 
this, I have adopted the following guidelines. 
 

1. Both must trust in Christ as their personal Savior and either gives a verbal or 
written testimony of their salvation experience. 

 
2. The couple must agree to Pre-Marital counseling and give the pastor a minimum 

of four months’ notice prior to their wedding date. (Pastor reserves the right to 
amend this item after counseling with the couple.) 
 

3. The couple must attend or agree to attend church regularly. 
 

4. Both must agree to abide by the Building Use Policy of New Life Church. 
 

5. Both must agree to a church appointed Wedding Liaison to assist in the whole 
marriage process. 
 

6. Both must agree that during the rehearsal and wedding that all parties will 
conduct themselves in a Christ-like-manner.  Should a member of the wedding 
party or attender not show Christ-like conduct during rehearsal or the wedding 
they will be asked to leave the premises immediately and may result in the 
cancelation of the wedding ceremony. There is to be absolutely without any 
question any alcohol or tobacco on church premises at any time before, during or 
after the ceremony.  The applicant takes responsibility to ensure that all 
participants abide by this restriction.  Also, no wedding rehearsal or wedding 
ceremony will be conducted when any member of the wedding party is under 
the influence of alcohol!   
 

7. Let it be known that the pastor and his wife might choose to not attend the 
rehearsal dinner or reception if alcohol will be being served at either event. 
 

8. All weddings performed (members and non-members) at any location other than 
the New Life Church facility will have a mandatory travel/mileage fee and a 
hotel/motel expense fee added to the normal ministerial fees. Please see the 
attached Deposit and Fees Guideline for additional fees. 

 
 



Pre-Marriage Counseling and Wedding Policies 
 
Qualifications and Approval 
 
We believe the Scriptures teach that marriage is an institution established by God, and it 
is a lifetime commitment.  We also believe an understanding of the biblical foundation 
for marriage is essential for any couple considering marriage.  For those requesting Pre-
Marriage Counseling, asking to be married, or inquiring about the use of our facilities, 
we require: 
 

1. Both partners give clear testimony of being born-again believers, who personally 
trust in Jesus Christ for the forgiveness of their sins and for eternal life. 

 
2. Both partners be scripturally qualified to marry. 

 

3. Both believing partners be committed to a Christian marriage, as defined in the 
Bible. 
 

4. The couple be married by a church Elder-approved Officiate, who holds to the 
teaching of Scripture.  If the Officiate is unknown to us, one or more church 
Elders will meet with him for approval. 
 

5. Both partners be willing to complete our Pre-Marriage Counseling or a church 
Elder-approved Pre-Marriage Counseling program. 
 

6. The wedding participants abide by the Building Use Policies of the church. 
 

Pre-Marriage Counseling 
 
The ideal would be to enter into Pre-Marriage Counseling before having made a 
commitment to one another in view of the seriousness of the commitment you are 
considering and the importance of the material to be covered, couples should allow at 

least four months before their marriage to complete the counseling comfortably.   
 
The Church Pre-Marriage Counseling is designed to assist the couple in building a 
biblical understanding and foundation for their marriage. 
 
We want to be very clear that going through Pre-Marriage Counseling does not 
guarantee approval of your marriage.  The Officiate and Pre-Marriage Counselors 
assigned to you must be satisfied that you understand and meet the requirements and 
qualifications for marriage before approval. 
 



Your Wedding Ceremony and the Church Facilities Use 

 
Your wedding ceremony and accompanying music is expected to be Christ-centered, 
God honoring, spiritually edifying, and in good taste.  Any departure from traditional 
music and ceremony requires prior approval of the New Life Worship Pastor.  The 
couple should ask themselves how their ceremony and music will bring honor to the 
Lord. 
 
It is the desire of the church to make the building available to the Lord’s people who 
wish to use it for weddings and to minimize the expense for them.  For church 
members, there is no cost for use of the building, unless extensive plans incur above-
normal wedding costs.  Non-church members may contact the church Office to 
determine the wedding fee.  Reserved dates for the wedding and rehearsal are 
tentatively penciled in, awaiting approval of the marriage. 
 
The couple requesting use of the building is responsible for arranging music, and 
providing all decorations, flower containers, candelabra, candles, able linens, dishes, 
etc.  All equipment, including rental equipment, must be removed from Chapel 
premises immediately following the reception. The piano and organ are available for 
the wedding and rehearsal but may not be moved.  
 
Dripless candles must be used.  Non-flammable, protective material must be placed 
under candles on the platform to protect carpeting.  The florist should be careful not to 
cover air-conditioning or heating vents when arranging protective material. 
 
Smoking is not permitted.  The wedding party is asked to notify their Florist, Caterer, 
and Wedding Consultant to observe this policy.  Birdseed is permitted outside the 
building only. 
 
A Church Wedding liaison will be present to assist the wedding party both at the 
rehearsal and at the wedding. She is there to help with Church policy and to offer 
assistance to the Officiate and the wedding party in sending the wedding party down 
the aisle, etc. Should you have a Wedding Consultant, she will be happy to work with 
her. 
 
The wedding party assumes responsibility for any damage, loss, or breakage to 
Chapel property. 
 
If both participants are in agreement with these policies, return the enclosed Request 
Form to the church Office within two weeks. 

 



New Life Church 
 

FORMS AND CHECKLIST FOR PRE-MARRIAGE 
COUNSELING & WEDDING 

 
DATE   Action 
 
__________     1.   After receiving Pre-Marriage Counseling Policies and 

Request Form, individually read and sign the form, and 
Return to the Church Office. 

 
__________  2. Receive Wedding Information Packet following return of 

Request form. 
Pre-Marriage Counselors_______________________________ 
Phone: _______________________________________________ 

 
__________  3. First meeting date and time: ____________________________ 
    Assignment: __________________________________________ 
 
__________  4. Return Building Use Form if wedding is at the church. 
 
__________  5. Second meeting date and time: __________________________ 
    Assignment: __________________________________________ 
 
__________  6. Third meeting date and time: ___________________________ 
    Assignment: __________________________________________ 
 
__________  7. After approval by your Counselors, confirm date with Office 
    BEFORE SENDING INVITATIONS then SEND 

INVITATIONS! 
 
__________  8. Send Information for Florist and Caterer sheets. 
 
__________  9. Fourth meeting date and time: __________________________ 
    Assignment: __________________________________________ 
 
__________  10. Fifth meeting date and time: ____________________________ 
    Assignment: __________________________________________ 
 



Wedding Request Form 
 
Date: _____________________ 
 
Bride: ________________________________________________________________________ 
 
Home Phone: ___________________________ Cell Phone: __________________________ 
 
Address:  ___________________, City: ________________, State: _________ Zip: ________ 
 
Church: ______________________________________ Do you attend regularly? ________ 
 
Born again believer in Jesus Christ? __________     Do both parents approve? __________ 
 
Number of previous engagements? __________      Number of previous marriages? ____ 
 
Pre-marriage Counseling:  Where? ___________     With Whom? _____________________  
 
 
Groom: ______________________________________________________________________ 
 
Home Phone: ___________________________ Cell Phone: __________________________ 
 
Address:  ___________________, City: ________________, State: _________ Zip: ________ 
 
Church: ______________________________________ Do you attend regularly? ________ 
 
Born again believer in Jesus Christ? __________     Do both parents approve? __________ 
 
Number of previous engagements? __________      Number of previous marriages? ____ 
 
Pre-marriage Counseling:  Where? ___________     With Whom? _____________________    
 
 
Planned date: _____________________________     Time: ____________________________ 
 
Place of wedding: _________________________     Place of Reception: ________________ 
 
Rehearsal date: ___________________________     Rehearsal Time: ___________________ 
 
Officiant’s Name: _________________________     Cell Phone Number: _______________ 
 
Officiant’s Church: ____________________________________________________________ 



 
Person helping with wedding arrangements (mother, friend, wedding consultant: 
Name: _________________________________     Cell Phone Number: _________________ 
 
Number of Attendants: __________________      Number of Guests: __________________ 
 
Florists: ________________________________     Phone: _____________________________ 
 
Caterer: ________________________________     Phone: _____________________________ 
 
A formal request to pursue Pre-Marriage Counseling and Wedding plans at the church 
may be made by individually signing below that you have read and agree with the 
enclosed policies.  Please return this form within two weeks from the above date to the 
church office. 
 
______________________________________ ____________________________________ 
Bride                                                                            Groom 
 
For Church Use: 
Dates forms sent: ___________ Office Personnel ___________________________________   
Date Returned ______________ 
Assigned Pre-marriage counselor: _____________________________ Date: ____________ 
Final approval by: _________________________________                     Date: ____________ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Information for Florist 
 
The wedding party must provide all decorations, flower containers, dripless candles,  
table linens, dishes, etc.  The wedding party assumes responsibility for arranging for all 
equipment and decorations to be removed immediately following the 
wedding/reception.  The piano or band equipment must not be moved without prior 
approval. 
 
Dripless candles are permitted at the front of the auditorium only.  Non-flammable, 
protective material must be placed under all candles to protect the carpeting.  Candles 
are not permitted in the aisles or windows. 
 
No nails, thumb tacks, staples, or screws are to be used in any part of the building or on 
furniture.   
 
The florist should contact the church office during normal Office hours for delivery or 
set up.  A 2:00 p.m. closing time should be given to delivery personnel as they are often 
late, and the Office will be closed.  Any other access to building must be arranged 
through the church Office from 8:30 a.m. to 3:00 p.m. weekdays. 
 
Please note that: 
 

 Supplies stored in the refrigerator are stored at your own risk. 

 Birdseed only is permitted outside the building. 

 The florist or wedding party is responsible to remove all floral decorations and 
accompanying equipment. 

 
The wedding party assumes fill responsibility for any damage, loss, or breakage of 
Chapel property. 
 
Please give this information sheet to your florist. 
 
 
 
 
 
 
 
 
 
 
 
 



New Life Church Planning Ceremony 
 

1. Important information: 
 
Date and time of wedding rehearsal __________________________________________ 
Rehearsal time may begin by 6:00 p.m. but no later than 6:30 p.m. (Rehearsals will be 
no longer than 1 ½ hours. One hour should be sufficient. Please make sure 
attendants are on time. Late starting of the rehearsal means shorter rehearsal time.)   
 
 Date and time of wedding ceremony _________________________________________ 
 
Wedding will begin exactly on time. Should the wedding party, family/friend or 
any other participant be running late, we will not wait more than 15 minutes after 
the said start time to start the wedding ceremony.  Be in your positions by wedding 
start time. 
 
Location of rehearsal and ceremony __________________________________________ 
 
Have you completed all arrangements and reservations for the use of facilities for 
your wedding? 
 
Location of wedding reception _______________________________________________ 
 
Name of wedding consultant ________________________________________________ 
 
Name of florist _____________________________________________________________ 
 
Name of caterer ____________________________________________________________ 
 
 (When will caterer need to be on site to set up for the wedding? ______________) 
 
2. Concerning the Rehearsal: 
 
BE ON TIME! 
 
Please insist on the presence of all members of the bridal party at the rehearsal. 
 
The New Life Church wedding liaison will be present to help you. 
 
Plan on at least one hour for the rehearsal. 
 
BRING YOUR MARRIAGE LICENSE TO THE REHEARSAL AND GIVE IT TO 
THE MINISTER.  (No marriage license – no wedding.)  



 
Remember that what is done at the rehearsal sets the tone for the ceremony.   
 
Your attitude and conduct at the rehearsal will set the standard for others. 
 
The same can be said for the rehearsal dinner (if any).  Here the groom will be  
 
responsible for setting the tone for the evening.  I would suggest that you consider  
 
giving your testimonies to the bridal party, thus setting the tone for the occasion.  In  
 
the past, wedding rehearsal dinners have proven to be excellent opportunities for 
 
witnessing.  You may wish to consider this in the placement of members of the 
 
wedding party at the table. 
 
 
3. Concerning your vows, you have two options. 

 
Leaving the choice to the one officiating. 

 
Write your own vows.  If this is the option you choose, the vows ought to be  
 
submitted to the one officiating, at the last session, for his approval.  These vows  
 
should reflect your desire to follow the Scriptures in marriage.  They should also be 
  
concise. 
 
Which option will you take? _________________________________________________ 
 
Will you memorize your vows or repeat them after the on officiating? _____________ 
 
4. The wedding party:  Please assist the officiant by listing those in the wedding 

party by name. 
 
Bride’s parents: ____________________________________________________________ 
 
                             ____________________________________________________________ 
 
Maid (maiden) of honor: ____________________________________________________ 
 



 
 
 
Bridesmaids:  
________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

Others (include their relationship to the bride, if pertinent). 

_______________________________________________________________________ 

_______________________________________________________________________ 

 

Groom’s parents: 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

Best man/Groomsmen: 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

Ushers: 

_____________________________________________________________________________ 

_____________________________________________________________________________ 



 

 

Others:  (Again, give relationship to groom, if pertinent): 

_________________________________________________________________________________ 

_________________________________________________________________________________ 

 

5. Concerning your pictures: 

Be sure to check with the church or facility, as well as the officiant, concerning regulations 

regarding the taking of pictures during the ceremony.  Some, due to tradition, shy away 

from picture taking before the ceremony, but generally it is easier on the bridal party and 

the audience to have most of the pictures taken in advance.  There decisions should be 

discussed and made in advance. 

 

6. One final word: 

You should assume the responsibility for the conduct of individuals at your wedding 

(rehearsal and ceremony).  If there is likelihood of the use of tobacco or alcoholic beverages, 

please inform them politely not to do so either during the rehearsal or the wedding.  This 

will spare many difficult situations and the possibility of canceling the ceremony. 

 

 

 

 
 
 

  
    
 
 
 
 
 
 
 
 
 
 



New Life Church 
Wedding Planning Information 

Deposit and Fee Guidelines 
 

Members of New Life Church are a special part of our congregation.  With membership 
comes benefits and privileges.  In an effort to assist you in financing your wedding, we 
have the following discounted deposits and fees for those who are members of our 
church. 
 
DEPOSIT INFORMATION 
 
MANDATORY – Janitorial service  $100.00  Covers cleaning the 

                    Chapel and Brides Party 
      Dressing room and 
     restrooms.  
     (Additional charge for use 
     of Pavilion.) 

NON-MEMBER  $250.00   
 
 
FACILITY RENTAL INFORMATION 
 
Worship Center Rental  $0.00   Facility use to members  

     is free. 
 

NON-MEMBER RENTAL  $600.00  This is a non-refundable  

     fee for the rental and the  
     use of the church facilities. 
     In the event that the  
     wedding is cancelled with  
     not less than 2 weeks  
     advance notice, $400.00 of 
     this fee will be refunded.  
 

Fellowship Hall Rental:    $0.00   Facility use to members is 

      free. 

NON MEMBER RENTAL    $300.00  This is non-refundable 

       For the rental and the and 
       The use of the facility.  In 
       the event that the   

      wedding is cancelled  
with not less than 2 
weeks advance 
notice $200.00 of this fee 
will be refunded. 

 
 
 
 



 
 
STAFF REQUIREMENTS 
Minister:      $150.00  A licensed Minister must 

NON-MEMBER     $300.00  oversee your ceremony 

to perform the legal 
          requirements of the 
          ceremony.  This fee 
          includes the preparation 
          of the wedding ceremony, 
          2 pre-marital counseling 
          sessions, a wedding 
          rehearsal, and the 
          wedding day. 
          requirements of the  
          ceremony.  This fee  
          includes the preparation 
          of the wedding ceremony, 
          2 pre-marital counseling 
          sessions, a wedding 

rehearsal and the 
wedding day. 

 

Wedding Liaison     $100.00 
NON-MEMBER     $200.00 
 
Worship Pastor     $100.00 
NON-MEMBER     $200.00 
 
Pianist      $75.00 
NON-MEMBER     $150.00 
 
Sound Tech      $50.00 
NON-MEMBER     $100.00 
 
Power Point/Multi Media    $50.00   PowerPoint show must  

NON-MEMBER     $100.00  be provided by bride 

          & groom. 
 
  


