




GENERAL POLICIES AND FEES FOR WEDDINGS AT THE 

ORTHODOX PRESBYTERIAN CHURCH, FRANKLIN SQUARE

(2010 edition)


We are happy to see the church building and those who serve in this congregation used for your upcoming wedding.  It is our prayer that God will use this time to extend His glory through your public vows, the ministry of the Word on that occasion, and the overall decorum of the ceremony and other activities connected with the wedding.  The Board of Deacons has established the following general policies so that there will be no misunderstandings regarding fees and other matters involved in your use of the church.  


1.  Church members are not charged for the use of the facilities for either the wedding or a reception which may be held downstairs afterward.  Neither are you expected to make your own arrangements for clean-up following the ceremony and/or reception, but there is a set fee of   $75.00, payable to the OPC, Franklin Square for cleaning done by the regular church cleaners following the wedding activities.  If your wedding and church reception are on a Saturday, we must ask that all activities conclude by 6:00 P.M. so that adequate cleaning can be done in preparation for the Lord’s Day.  


2.   Furniture must be removed from the sanctuary for the purpose of the wedding ceremony, and because the furniture must be moved back and put in place after the ceremony.  For various reasons it is not desirable that this responsibility be assumed by the wedding party.  There is a fee of $70.00 for the use of two men to both remove and return the sanctuary furniture  


3.  Since this is an extraordinary duty for our pastor, there is a set fee of $150.00 for his services.  This includes his time spent in premarital counseling, the wedding rehearsal, and performing the wedding itself.  If a church organist is used, the set fee is $100.00.  This includes the organist’s preparation time, the wedding rehearsal, and performing for the wedding itself.  If the church sound man should be used, his set fee is $75.00.  This includes the sound man’s work of setting up microphones and speakers, running sound for the wedding itself, and recording the ceremony.  The Board of Deacons has appointed wedding coordinators, one of whom who will work with you and with the church deacon assigned to you in every aspect of the preparation for your wedding ceremony.  The set fee for the wedding coordinator is $100.00.  A check for the total amount should be made payable to the OPC, Franklin Square, NY prior to the day of the wedding.  The church Treasurer will make the appropriate disbursement of fees to each party.    


4.  It is expected that all members of the wedding party will comply with the time schedules established by the pastor for both the wedding rehearsal and the ceremony itself.  Please respect the fact that those assisting in the wedding ceremony have other time commitments to keep, and the pastor has demanding responsibilities for the Lord’s Day following a Saturday wedding.  


5.  You are responsible to make your own arrangements for caterers, florists, etc.  The deacon and wedding coordinator assigned to work with you on your wedding will be sure that someone will be at the church to let these people into the building at the necessary times.  During the premarital counseling sessions, the pastor will discuss the details of these arrangements with you.  


6  At all times members of the wedding party and those attending the wedding are expected to act in a respectful manner that benefits the use of a church building.  Those given the permission to use the facility will also be responsible for any damage which may come in the course of using the property.  Keep in mind that smoking and the use of alcoholic beverages are not permitted in the church building.

The Board of Deacons, OPC, Franklin Square, NY

APPENDIX: WEDDING CHECK-LIST
The Wedding of: ________________________________________________

Date:  ___________________________

There are many important decisions which you will be making in the days ahead.  Many of the decisions to be made will be small, but nevertheless important..  The following guidelines and questions are meant to assist you in making some of these decisions and to fulfill the principle stated by the Apostle Paul in I Cor. 14:40, "But let all things be done decently and in order."

After reading the following information and answering the appropriate questions, please make arrangements to meet and discuss these matters with the deacon specified on this form.

Deacon: ______________________________________

The following matters are related to the use of the facilities of the Orthodox Presbyterian Church, Franklin Square for both the evening of the rehearsal and the wedding day itself:

The Evening of the Rehearsal

1.
  Please give the name of the person responsible for insuring that all necessary matters are taken care of related to the rehearsal, e.g. sending directions to participants, giving necessary reminders to be sure participants arrive on time, arranging for musical accompanists, etc.




Name: _____________________________________


2.
Who will unlock and lock up the church?   _______________________________


A key must be obtained from a deacon.  All outside doors must be locked by the person in charge, and checked by the last person to leave the building.


3.
Will the sound man's services be needed?   ___________________.

 
The fee for the sound man's services will be $75.00 for the time he spends on both the rehearsal evening and the wedding day.   He will set up the necessary microphones, speakers, etc. and do the taping of the service.  The cost of a CD of the ceremony is included in this $75.00 fee.  


4.
Who will be the organist?  _____________.  



Will you also have a pianist?  If so, who?  ______________________


You are responsible to go over the musical pieces with the organist/pianist in advance of the rehearsal evening.  If two accompanists are used, be sure that each knows his/her respective parts.


5.
All lights in the building must be turned off after the rehearsal.  All doors in the building must be closed for fire-safety purposes.  All bathrooms must be checked prior to leaving to insure that lights have been turned off.   A deacon will show the individual responsible the switches for the lights.

The Wedding Day

1.
Please give the name of the person responsible for insuring that all necessary matters are taken care of related to the wedding, e.g. Insuring that someone will be present to receive the florist, getting the bride and groom parties in position at the appropriate time, etc.




Name:   _________________________________

      2.
Who will unlock and lock up the church on the day of the wedding?




Name:  _________________________________

The person responsible for this should be able to remain at the church after it has been unlocked.  The church will probably need to be unlocked early enough for the delivery of flowers, etc.  The person responsible will also need to remain at the church following the ceremony until all have left.  The key should be returned to a deacon following the lock-up.

3.   a.   If the wedding is taking place during warm weather, arrangements must be made to ensure that the

            air conditioning is turned on and off.  A deacon can arrange these details with the person

            responsible.

b.   If the wedding is taking place during cold weather, similar arrangements for heating must be made. 

       4.
The organ must be locked up after its use.

       5.
All flowers, candles, ribbons, etc. must be removed from the church building after the wedding.

       6.
If bulletins were used they must be collected from the pews, etc. and discarded.

 7.  All lights in the building must be turned off prior to departure and lock-up of the building.

 8.  Bathrooms must be checked prior to departure.  Be sure lights are off and no water is running.

9.
If the wedding is taking place during the winter, special arrangements must be made for 



snowplowing in the event there is a snowfall.

10.
The sidewalk area outside the main entrance must be swept clean of any rice, bird-seed, confetti, and/or other debris, e.g. cigarette butts.

The Reception


     1.
Is the reception to be held in the fellowship hall?
_________________.



If yes, please continue reading the following items.

2.
Please give the name of the person responsible for insuring that all necessary matters are taken care of related to the reception,  e.g. arranging with caterers, setting up tables, clean up, etc.



Name:  _________________________________

3.
If you are having a cold buffet style dinner at your reception, ________ is the maximum number of people that can be comfortably accommodated  in the fellowship hall.  If you are having your reception fully catered as a sit down dinner, __________ is the maximum number of people that can be accommodated  in the fellowship hall.  See the deacon in charge if you have any questions.

4.
The church has ________ tables available for use.  These must be returned to their previous places once the reception is completed.  Tables or other furniture/equipment that are unavailable at the church must be provided by you.

5.
Since no smoking and alcohol are allowed in any part of the church building, an announcement must be made to that effect at the start of the reception.  Also an announcement must be made that requesting that all food and drink be kept in the reception area.  No eating or drinking are permitted in the sanctuary  at any time.

      6.
Any rented furniture or equipment must be returned after the completion of the reception.

7.
The reception area must be vacuumed after use and all chairs and partitions rearranged appropriately for Bible School classes.  The church Bible School superintendent should be consulted regarding this.

8.
The kitchen area must be cleaned according to the directions posted in the kitchen.  Any rented glassware, dishes, and utensils must be returned.  Any of the church's utensils, etc. must be cleaned and put away in their proper places.

9.
All trash from the reception must be removed and placed in the church's outdoor trash barrels.

10.
 After the reception all lights must be turned off.  Bathrooms must be checked.  All doors must be locked   and checked.
11.
The person listed in #2 above is also responsible to see that any necessary supervision is done.   Consideration should be given to compensating the person for his/her time for this work.  

12.  Those having the reception are responsible to provide appropriate clean-up.   By prior arrangement the church cleaners may do this work.  Compensation should be agreed upon between those holding the reception and the cleaners.  

List of Fees to be Paid Prior to the Wedding Ceremony

(Make check payable to “OPC, Franklin Square”) 




Pastor’s Services


$150.00




Sound & Recording Services 

$  75.00




Organist/Pianist Services 

$100.00




Wedding Coordinator’s Services
$100.00




Furniture Moving Services 

$  70.00




Use of Building by Non-Members
$350.00




     (Ceremony only) 


