Policy 2810.1p


Message to a Special Couple
Since you are considering a wedding reception at Westwood Baptist Church, we are eager to assist you in planning for this important event.

Before you schedule your reception, we would like you to be fully informed about our policies and procedures, and their implications for you as you plan.  Please read this booklet carefully.  Though many people will be involved in making your reception a success, what is contained in this booklet will guide the entire process.

There are sometimes tensions between what you, the individual, and your respective families want, and the theology and traditions of the church and its leadership.  Please understand that as you come with creative ideas to make your reception unique and memorable, the Reception Coordinator is charged with the responsibility to help you plan a reception that is first of all honoring to God.  You should think of your reception as a celebration, offering praise to God, who is the Author of life, and who has demonstrated His love toward us in the person and work of Jesus Christ.

As our entire staff works through this planning process with you, we will be praying and working toward the goal that your reception will be one that you can look back on with fondness through all of the years to come.  It is our desire to assist you in every way we can.
Our Wedding Reception Staff
	Reception Coordinators

	Barb Block
360.866.1940
Dianna Zink
360.866.1329
	BCBOT@reachone.com
	360.866.1940
360.866.1328

	

	Technical Director

	Gary Colvin                                 gcolvin@westwoodbaptist.com
360.866.6888 x 132

	

	

	Office Personnel

	Lynn Bartz, Business Administrator        lbartz@westwoodbaptist.com
360.866.6888 x 101

	

	Staff Oversight

	Kathy Pruitt, Women’s Min. Director    kathypruitt@westwoodbaptist.com
360.866.6888 x 105

	Linda Marinig, Administrative Asst.        lmarinig@westwoodbaptist.com
360.866.6888 x 112

	


Important Steps for You to Follow

1. Visit the church office to obtain a Wedding Reception Procedures booklet.

2. Read carefully through the booklet, making note of all policies, procedures and fees.

3. Complete all necessary forms, and return them to Westwood’s Business Administrator.

4. Wait to hear from the Reception Coordinator as to whether your date has been tentatively reserved. We will make every effort to respond to your request within a week.

5. Upon approval, the appointed Reception Coordinator will set a date to meet with you to begin working through the details of your reception. At this meeting the building use fee deposit is due. Please understand that your reception date is not secure until this meeting with the appointed Westwood Reception Coordinator has occurred.
6. All scheduling and planning is to be done through the Reception Coordinator, including decorations, technical coordination, musicians, custodial and financial arrangements.  All planning must be completed at least four weeks prior to the reception.

7. The balance of payment of all fees is due no later than the day before the reception. If you are also having your wedding at Westwood, the Wedding Coordinator will collect all fee balances at the time of rehearsal. 
Westwood Wedding Reception Procedures
The Reception Coordinator

· The Westwood Reception Coordinator will supervise all wedding receptions at Westwood including room usage, technical needs, musician arrangements, music appropriateness, facility maintenance, decorations, set-up and clean-up.
· The finalized order of service should be submitted to the Coordinator no later than three weeks prior to the reception.  No changes may be made beyond this date, except by mutual agreement of the Coordinator and Technical Director.

Reception Dates and Times

The church is not available for receptions until after worship services and other major events are completed.  Reception dates for non Westwood attenders cannot be reserved until three months prior to the event.
Alcohol Use

The entire wedding party and all guests are to refrain from the use of alcoholic beverages or other chemical substances before or during the reception.  No smoking is allowed in the building at any time.  No alcohol consumption or recreational drug use is allowed on church property.

Dancing
Westwood Baptist Church has a “no dancing” policy. This includes the father/bride first dance.  If dancing is important to you, you must find another facility.
Technical Coordination
· No reception dates shall be approved until availability of a Westwood Technical Staff person is confirmed.

· The Technical Director will meet with the Reception Coordinator at the second preparation session to begin planning for the technical aspects of the reception.

· The Reception Coordinator will be the liaison between the couple and the Technical Director.

· The participants will be responsible to prepare and provide to the Technical Director all videos, slide shows and readings to be projected no later than four weeks prior to the reception.

· The participants will be responsible to digitize any personal pictures to be projected; preferably in a JPEG format (bitmap may also be used).  These should be provided to the Technical Director no later than four weeks prior to the reception.

· The participants will be responsible to provide a CD of any music that is to be synchronized with projections, no later than four weeks prior to the reception.

· The participants may provide a final Power Point product for projection, no later than four weeks prior to the reception.

· The Technical Director will preview all videos, pictures and readings to be projected.  Any questionable material will be submitted to the Coordinator for his/her evaluation as to suitability for a Christian reception.

· All technical provisions and plans must be finalized with the Technical Director no later than four weeks prior to the reception.

Photography and Videos

Photos and videos may be taken during the reception, but in a manner that will not interfere with the reception or its dignity. Please consult with the Reception Coordinator and Technical Director prior to the reception.

Rice/Fireworks
Rice has been a traditional part of wedding receptions. However, it can damage carpeting and be a hazard to bystanders. We request that no materials be thrown, including bird seed, flower petals, confetti, etc. No fireworks may be used on church property. Any innovations in this regard must have approval of the Westwood Reception Coordinator. Violation of this policy may result in the deposit not being refunded.
Recycling

Westwood Baptist is participating in LeMay’s Certified Green Program. We therefore ask that all garbage generated from your reception be placed in our recycle bins. Please do not bring or use any styrofoam or plastic products. All food and beverage containers, plates, napkins and cups are to be made from paper or cardboard. There is an exception for flatware as plastic knives, forks and spoons are permissible. Please place these in the bins marked garbage. 
Fee Schedule

A “Regular Westwood Attender” shall be defined as any person who has established a long-term pattern of attendance of Westwood worship services at least twice per month.  Children of regular attenders are included in this category.

Regular Westwood Attenders

A $200.00 deposit is due at the participant’s first meeting with the appointed Reception Coordinator to cover any unexpected financial overruns or physical damage.
	Reception Deposit (refundable)

	200.00

	Building Use Fee

     Chapel
     Family Center
     Room for Rehearsal Dinner
     Kitchen


	110.00
200.00
100.00

50.00

	Technical

     Basic Sound and Lighting     

     Special Sound and Lighting                                                             One Tech  

                                                                                                            Two Techs    
                                                                                                          Three Techs

	80.00
160.00

240.00

	Pianist/Keyboard (only a keyboard can be used in the family center)

	100.00

	Basic Reception, up to 100 guests*   

Includes reception coordinator and one helper.  Display and serving of food provided and prepared by the participants (cake, mints, nuts, two beverages).
                       
	125.00

	Hors d’oeuvre Buffet Reception, up to 100 guests*


     Includes reception coordinator and two helpers.  Display and serving of food    

     provided and prepared by the participants (cake, mints, nuts, array of        

     prepared  finger foods, two beverages, vegetables, fruit and meat trays).

	175.00

	Catered Buffet Reception, up to 100 guests*



Includes reception coordinator and one helper.  Caterer hired by the       

     participants, displays and serves all the food and completes all the clean-up.


	125.00

	Catered Seated Dinner, up to 100 guests*               


     Includes reception coordinator and three helpers.  Display and serving of     

     food provided by the catering company or participants.

	300.00

	*Additional Guests   

     Per extra 100 guests up to 500 guests for any of the above options.

	75.00

	Rehearsal Dinner Coordinator Fee
	50.00


Non Westwood Attenders

A $200.00 deposit is due at the couple’s first meeting with the appointed Coordinator, to cover any unexpected financial overruns or physical damage.

	Reception Deposit (refundable)

	200.00

	Building Use Fee

     Chapel
     Family Center
     Room for Rehearsal Dinner

     Kitchen


	110.00
200.00
100.00

50.00

	Technical

     Basic Sound and Lighting     

     Special Sound and Lighting                                                              One Tech  

                                                                                                             Two Techs    

                                                                                                           Three Techs

	100.00
200.00

300.00

	Pianist/Keyboard (only a keyboard can be used in the family center)

	100.00

	Basic Reception, up to 100 guests*   

Includes reception coordinator and one helper.  Display and serving of food provided and prepared by the participants (cake, mints, nuts, two beverages).
                       
	200.00

	Hors d’oeuvre Buffet Reception, up to 100 guests*


     Includes reception coordinator and two helpers.  Display and serving of food    

     provided and prepared by the participants (cake, mints, nuts, array of    

     prepared finger foods, two beverages, vegetables, fruit and meat trays).

	250.00

	Catered Buffet Reception, up to 100 guests*



Includes reception coordinator and one helper.  Caterer hired by the       

     participants, displays and serves all the food and completes all the clean-up.


	200.00

	Catered Seated Dinner, up to 100 guests*               


     Includes reception coordinator and three helpers.  Display and serving of     

     food provided by the catering company or participants.

	300.00

	*Additional Guests   

     Per extra 100 guests up to 500 guests for any of the above options.


	75.00

	Rehearsal Dinner Coordinator Fee

	75.00
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