First United Methodist Church

3316 Kingston Pike

Knoxville, TN  37919

(865)  525-0435

Wedding Policy

Non-Members

General Information

Welcome to First United Methodist Church (FUMC)!  The following are guidelines for weddings that take place at FUMC facilities.  FUMC’s facilities are available for use to those wishing to have a traditional wedding as defined by the United Methodist Holston Conference.  If the applicant is a non-member at the time of inquiry, the non-member wedding policy will apply.  

A copy of this policy, which includes the appropriate vendor guidelines, will be provided to the applicant. It is his/her responsibility to provide this information to the wedding vendors.  The applicant’s acceptance of this policy also means that the vendors accept and will abide by the policy.  

The facilities of FUMC are open to any persons who desire to have a Christian wedding ceremony.  If the applicant is a non-member at the time of inquiry, the non-member fee will apply.  FUMC can provide the services of a minister, organist and wedding director if needed.  In the event of using a different minister, the FUMC minister will extend an invitation to the visiting minister to serve at FUMC for the purpose of the wedding ceremony.  No wedding will be scheduled at any time during Holy Week and Thanksgiving through New Years Day.  

FUMC requires and will provide a Facilities Coordinator for all weddings (see Fee Schedule).  The Facilities Coordinator will confer with the applicant concerning all needs regarding use of the facility.  He/she will be present to assist you during all wedding-related activities including the rehearsal at the church.  A wedding director is also available to direct the ceremony if the bride-to-be needs such assistance (see Fee Schedule).
Following the initial meeting with the Facilities Coordinator and the signed wedding policy and deposit are received, the wedding date will be placed on the church calendar.  After the date and time of the wedding and rehearsal have been placed on the church calendar, no changes may be made without consulting the Facilities Coordinator.  Additionally, in the event of any changes in date or time, the applicant is responsible for informing any support personnel.

The Fellowship Hall, the Parish House and Pavilion may be used for the applicant's wedding reception (see Fee Schedule).  The reservation must be made at the time of booking the wedding ceremony.  The date cannot be guaranteed if the decision is delayed.

Reservation, Payment and Cancellation Information

A $250 reservation deposit is due at booking.  This deposit will not be refunded if the event is cancelled at least two weeks prior to the wedding date.  Otherwise, this amount will be credited to the balance due.  

The total balance is due two weeks prior to the wedding date.  There is no refund for weddings cancelled within two weeks of the scheduled date.  

Security Deposit

A $500 security deposit is also due at the time of booking in the form of a check payable to FUMC.  This deposit will be kept in the event of any damages to the church property.  If there are no damages, the check will be destroyed or sent back to the applicant.
Applicant Initials: __________
Fee Schedule

Wedding Ceremony Fee – $1000

Includes use of rooms and the services of the Facilities Coordinator and Custodian.  

Fee is paid directly to FUMC.  

Reception Fee – $500

Includes use of room and the services of the Facilities Coordinator and Custodian.  

Fee is paid directly to FUMC.

Services Provided by FUMC

Facilities Coordinator 

This person is provided by FUMC and is REQUIRED for all weddings and receptions.  

Fee is included in the Ceremony and Reception Fees. 

Wedding Only – Service is provided for five (5) hours on the day of the wedding, two (2) hours for the rehearsal and two (2) meetings prior to wedding.  See Time Parameters.

Wedding and Reception –  Service is provided seven (7) hours on the day of the wedding, two (2) hours for the rehearsal and two (2) meetings prior to wedding.  See Time Parameters.

Minister 

Fee - $300

The minister will perform the wedding ceremony in addition to assisting the bride and groom in creating their ideal Christian ceremony.

Wedding Director 

Fee - $250

The wedding director will assist the bride and groom in organizing the ceremony format and directing the wedding party during the ceremony.  This fee is for two (2) hours of service for the rehearsal and three (3) hours of service on the day of the wedding.  

Organist 

Fee - $325
The organist will assist the bride and groom in selecting appropriate music for the ceremony and will be present for the rehearsal and wedding ceremony.

Nursery Worker 

Fee - $10.50 per hour, $31.50 minimum

See Child Care section under Ceremony Guidelines

Program Designer 

Charges vary based on services and product.   

A list of contact information for these services will be provided separately.
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Ceremony Guidelines

General Guidelines

· It is the responsibility of the wedding party to clean up after the ceremony.  The custodian's fee pays for a general cleaning of the areas used during the wedding and reception after the event and preparing these areas for use by the FUMC congregation.  

· The wedding party and/or their vendors must remove all decorations and equipment from the building after the ceremony or reception if applicable. (see Time Parameters).

· The applicant is responsible for reimbursing the Church for any damages to the Church property resulting from the action of the wedding party, guest or personnel engaged or authorized to act in the wedding and/or reception.  The $500 security deposit received at booking is to offset any damage or additional cleaning beyond the general custodial clean-up.

· Birdseed only may be thrown outside the church.  Nothing may be thrown inside the church.

· Alcoholic beverages and/or any controlled substances are not permitted on or in any part of the church property.

· Smoking is not permitted in the church building or Parish House or within the fenced in children's playground outside the Fellowship Hall.  Cigarette butts must be place in the appropriate receptacles.

Sanctuary Guidelines

 The seating capacity is 400 persons. 

 The center aisle is six-feet wide by 73-3/4 ft long .

 The two side aisles are four-feet wide by 73-3/4 feet long.

 No furnishings or articles in the sanctuary will be moved, including the altar.

 The altar candles will be lighted during the service.

 The altar must be protected at all times from water damage caused by a floral arrangement. The florist may use the Church's altar urn when the floral arrangement is made in a papier-mâché liner, which fits the urn.  

 The floral arrangement on the altar must be in back of the Bible and not hang over the Bible, which must remain on the altar.

 Flowers placed on the end of the pews must be arranged in flower clips.  No adhesive of any type may be used on the end of the pews.

 Dripless candles must be used at all times.  All candles must have candleholders and remain in those holders at all times with the exception of the unity candle.  When a unity candle is used protective plastic must be placed under the candleholder and must be large enough to protect the carpet from dripping candle wax.  If any wax is found on the floor, the applicant will not be refunded the $500 deposit received at booking.

· No nails, tacks, pins, staples, or any other type of metal fasteners or any type of tape or adhesive may be used on furniture, carpet, floor, woodwork, or walls.

 A kneeling bench is available to be used during the ceremony.  

 The paraments will be changed to white for weddings unless the applicant requests that the seasonal colors of the church year remain on the altar, pulpit, and lectern for the wedding service.

 No food, fire works, smoking, nor beverages of any kind are permitted in the Sanctuary or Narthex.

The applicant is responsible for the loss (either broken or misplaced) of 

Altar furnishings, hymnals, Bibles, candle lighters, etc.
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Pavilion Guidelines

· The seating capacity is 120 persons.

· Folding chairs and 6-foot rectangular tables are available for use at the Pavilion.  No linens will be provided by the church.  

· The wedding party is responsible for setting up and removing any tables and/or chairs with the assistance of the Facilities Coordinator.  This set-up will take place on the day of the ceremony within the given time-parameters.

· The fireplace is a functioning, wood burning fireplace and may be used by the wedding party.  It is the wedding party’s responsible to provide any firewood, start the fire and extinguish the fire.

Parish House Guidelines

· The Church Parlor is available for smaller weddings.  The seating capacity is 50 persons.
 If any furnishings are moved, the applicant must make arrangements for these items to be returned to their original place within one (1) hour of the end of the wedding. The grand piano must not be moved.
Music Guidelines

 The services of the FUMC Organist are available for any wedding (see Fee Schedule).  The applicant should contact him as soon as the wedding is placed on the calendar to ensure that he is available for the date and time of the wedding.  

 The FUMC Organist will play for all weddings when the organ is used at First United Methodist Church.  If for some reason he is unable to play on the date the applicant has chosen, he will make arrangements for a suitable replacement and inform the applicant.

 The piano and a pianist of the applicant's choosing may be used in lieu of the organ if desired by the applicant.

 The FUMC Organist is qualified to help the applicant select music that is appropriate to a church wedding. 

 The FUMC Organist should be informed as soon as possible if a vocal or instrumental soloist will perform so that adequate rehearsal time can be scheduled.  The FUMC Choir Director and Organist can both assist the applicant with recommendations for vocal and instrumental soloists if the applicant so desires.
Dressing Rooms
 A dressing room suitable for the bride and her bridesmaids is available off from the Narthex (Fellowship Classroom) for a wedding in the Sanctuary.  

 A dressing room suitable for the groom and his groomsmen is located behind the kitchen (the choir room).

 For weddings in the Parish House or Pavilion, dressing rooms for the bridal party are available in the Parish House.

 It is the responsibility of the wedding party to clean any dressing rooms used within the given time parameters.

 FUMC is not responsible for items left unattended in these rooms.  Pocketbooks, wallets, and/or any valuables SHOULD NOT be left in the dressing rooms during the wedding or the reception.  The bride and groom should designate someone to be responsible to check these rooms after the wedding and/or reception for any items left behind.      
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Child Care

 Childcare services are available during the wedding and/or the reception.  Arrangements should be made at least 30 days in advance with the Nursery Worker (see Fee Schedule).  Services can be provided at the church and away from the church if necessary.

 Approved FUMC Child Care Workers will be used.  If they are unavailable, First United Methodist Church will secure appropriate substitute child care workers.  

 The childcare workers receive $10.50 per hour with a minimum charge of $31.50 per event.  

 At the time the arrangements for childcare are made, the total number of hours of childcare that will be needed must be provided.  There is an additional charge of $3.00 per child for exceeding the contracted time.

 It will be necessary to have a general idea of the number and age range of the expected children so that an adequate number of childcare workers may be provided.

 Childcare will begin 30 minutes before the wedding service.

Reception Guidelines

The Fellowship Hall, the Parish House and Pavilion may be used for the applicant's wedding reception.  The reservation must be made at the time of booking the wedding ceremony.  The date cannot be guaranteed if the decision is delayed.

 The applicant may use an outside caterer of his or her choosing.  

 No alcoholic beverages may be served or consumed on the church property.

· The wedding party is responsible for setting up and removing any tables and/or chairs with the assistance of the Facilities Coordinator.   Linens will not be provided by FUMC.

 If furnishings are moved, the applicant must make arrangements for these items to be returned to their original place at the end of the reception.  The grand piano in the Church Parlor in the Parish House must not be moved.

 It is the responsibility of the wedding party, florist and caterer to clean up after the reception.  The reception fee pays for a general cleaning of the areas used during the reception after the event and preparing these areas for use by the FUMC congregation.  This fee does not include washing dishes or removing decorations.

 The wedding party and/or their vendors must remove all decorations and equipment from the building after the reception. (see Time Parameters).

 When FUMC staff members must remove any decorations and/or equipment from the reception, the $500 security deposit received at time of booking will not be refunded.

Time Parameters
Rehearsal:     Two (2) hours total, evening before the wedding day, not to begin before 5pm.

Wedding Only:     Five (5) hours total, three (3) before the wedding, one (1) hour for the ceremony, one (1) hour after the ceremony.  

Wedding and Reception:     Seven (7) hours total, three (3) before the wedding, one (1) hour for the ceremony, three (3) hours after the ceremony for reception and clean-up.   
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Reservation Form

Wedding Date:  _____________  Time:  ______________  Location of Ceremony:  ________________________

Rehearsal Date:  ____________   Time:  ______________

Reception Time:  ____________   Location of Reception:  ________________________

Bride's FULL name:

 

Address:


Phone Number: 

_________________________     Cell Phone:  __________________________
Groom's FULL name:  


Address: 


Phone Number: 

_________________________     Cell Phone:  __________________________
Additional Contact Names and Numbers:

Wedding Coordinator:     __________________________________________     Phone:  ___________________

Mother of the Bride or Groom: _____________________________________      Phone:  ___________________

Name of the officiating minister(s): __________________________________     Phone:  ___________________

Name of the caterer: ______________________________________________     Phone:  ___________________

Name of the florist:  ______________________________________________     Phone:  ___________________

Name of the photographer:  ________________________________________     Phone:  ___________________
Do you plan to leave the altar flower arrangements for the Sunday morning Worship Service?  __________

I have read and understand the fees and guidelines presented in the wedding policy for First United Methodist Church.  The wedding party and wedding vendors will abide by the fees and guidelines set forth in the above-mentioned policy.  I have initialed all pages and will provide a copy of this wedding policy to all vendors involved with the event.


Signed ___________________________________
Date _________________________


OFFICE USE ONLY

Received by: ___________     Date received: ____________     Total Due:  ________________

Amount received: __________     Check #: __________     Name on check: ___________________

Balance Due (two weeks prior to wedding):  _____________

