ZION BAPTIST CHURCH

801 WASHINGTON STREET

COLUMBIA, SOUTH CAROLINA 29201

APPLICATION FOR USE OF CHURCH FOR WEDDING

(MEMBER)

Name of Bride __________________________________________________________________
Address _______________________________________________________________________
Marital Status:  ______Single ______ Divorced ______Widowed

Name of Groom ________________________________________________________________
Address _______________________________________________________________________
Marital Status: ______ Single ______ Divorced ______ Widowed

Rehearsal Dinner:  ______ YES ______ NO

Date / Time of Rehearsal Dinner: ____________________________________________

Date / Time of Wedding Ceremony: __________________________________________

Facilities to be used:  

_____ Sanctuary

_____ Organ

_____ Piano

_____ Sound System

_____ Kitchen

_____ Tables

_____ Chairs

_____ Stove

_____ Parking Lot

_____ Conference Bldg.

Names, phone numbers and addresses of persons responsible for setting up, cleaning up and decorating:

____________________________________________________________________________________________________________________________________________________________
Signature of person(s) completing form ______________________________________________
Users are responsible for damages to the church and/or equipment.  $250.00 fee must be paid two (2) weeks prior to wedding ceremony.
FOR OFFICE USE ONLY

Approved / Disapproved by:  ______________________________________________

Deposit   _____________________
Date Paid _________________________________

Balance Due _________________
Date Due_____________
Date Paid _________
ZION BAPTIST CHURCH

POLICY and PROCEDURE

WEDDINGS
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Date: May 8, 2008

1. All requests for use of Zion Baptist Church shall be presented to the COMMITTEE ON THE USE OF THE CHURCH.
2. Non-members of Zion requesting use of the church must be active members of some church.

3. Zion Baptist Church WILL NOT be responsible for damage to or loss of personal or rented items.

4. Non-member applicants are to have their respective ministers contact Zion’s pastor after submitting their applications and payment of deposits.

WEDDINGS

1. Activities connected with a wedding will not exceed (15) hours of use of the church, and the church must be cleared by 9:00 p.m. the day of the wedding.

2. Active members of Zion are required to pay a fee of $150 for Custodial Services and a fee of $100 for the Sound Technician.  The total of $250 must be paid no later than two (2) weeks prior to the scheduled ceremony.  Any damages resulting from the use of the church, facilities or property must also be paid by members.

3. Non-members of Zion must pay a fee of $650 for use of the church.  Upon submission of the application a deposit of $200 must be paid.  The remaining fee of $450 (which is inclusive of a $150 Custodial Services fee and $100 Sound Technician fee) must be paid no later than two (2) weeks prior to the scheduled ceremony.  If it is determined after the scheduled event that there are no damages to the church, facilities or property or no missing church property, the $200 that was initially submitted as a deposit with the application will be refunded to the applicant within approximately two (2) weeks after the ceremony date.  However, if there are damages that amount to or exceed $200 there will not be a refund and the applicant will be responsible for paying all additional costs.

4. An active member of Zion who is divorced may use the church for a wedding.

5. An unwed parent who is an active member of Zion may use the church for a wedding.

6. All applicants must be counseled by the minister who will perform the ceremony.  Counseling is mandatory. 

WEDDING MUSIC

1. ALL music played or sung for weddings at Zion Baptist Church MUST meet the approval of Zion’s Pastor.  A complete list of music to be used MUST be turned in to the Pastor’s office prior to the printing date when a printed program is to be used.  If a printed program is not to be used a complete list of ALL music to be used MUST be in the Pastor’s office at least three (3) weeks prior to the ceremony.  It is strongly recommended that only SACRED music be used for weddings.

2. A Musician’s Form should be obtained when applications for use of the church are submitted.  This form requests information on the musician such as musical training and skills.  ONLY qualified musicians will be allowed to use the organ in the main sanctuary.  If someone other than Zion’s Minister of Music is scheduled to play for a wedding ceremony and there is no Musician’s Form on file: ONLY the grand piano may be used.

3. If a special musical rehearsal is scheduled to begin prior to the time of the wedding rehearsal or to begin once the wedding rehearsal has ended, this information must be given to the Church Secretary in writing at least one (1) week prior to the rehearsal and you will be notified promptly whether your request can be accommodated.

WEDDING CEREMONIES (MAIN SANCTUARY)

1. ALL wedding ceremonies held in the main sanctuary of Zion Baptist Church will be performed on the floor directly in front of the altar.  NO ceremonies will be performed ON THE PULPIT.  All pulpit furnishings will remain intact.  The Communion Table (which is on casters) can be rolled to the area near the Jubilee Choir stand.

2. No tacks, nails or screws of any kind are to be used to secure decorations or floral arrangements to the pews or other areas in the main sanctuary.  It is recommended that florists use florist tape or masking tape to secure items.

3. Candles are permitted as part of decorations but they must be of the type that is supplied by florists.  These types of candles are also recommended for use in the windows.  Candles used in the windows should be positioned securely and it is also recommended that hurricane globes be used.  Candle wax and burns will be considered as damages to property.

4. Because of the various architectural designs and decorative elements found in the main sanctuary of Zion Baptist Church it is recommended that you arrange through the Church Office an on site visit of the wedding couple, coordinator and florist prior to finalizing any floral arrangements.
5. The use of portions of the Zion Conference Center for dressing prior to the wedding ceremony is permitted but must be indicated at the time the application is submitted or at a reasonable time prior to the DAY OF THE WEDDING.
6. It is recommended that the florist be informed that the aisles are fully carpeted and an aisle runner is not necessary.  However, if the traditional aisle runner is requested it is recommended that the real cloth runner be used rather than paper or plastic runners.  Runners made of paper and plastic can be hazardous.
7. If the traditional aisle runner is not used Brides are asked to refrain from having flower girls drop flower petals on the carpet.  Instead they should order appropriate sized bouquets for them.
8. Photographers and video personnel should be as inconspicuous as possible throughout the wedding ceremony.  Additional lighting and equipment must not obstruct the vision or movement of persons in the sanctuary.  Zion Baptist Church will not be responsible for any photographic or video equipment brought into the sanctuary.
9. Florists are to be sure that all decorations, floral arrangements and especially those using candles of any kind are not in the way of persons participating in the wedding or guests. 
10. Zion Baptist Church WILL NOT be responsible for ANY equipment left in the main sanctuary following a wedding ceremony.  All decorations and equipment should be removed no later than one (1) hour following the ceremony.  Decorations and equipment will initially be placed in the vestibule while the main sanctuary is being cleaned.  If it remains there, the sexton will have no choice but to relocate it somewhere in the church.  Florists, decorators, etc. will have to contact the church office on the next business day to arrange pick-up.
11. Because of the danger imposed on birds and hazards that arise from slip and falls, it is recommended that RICE not be thrown following the ceremony or reception at the church.  The releasing of helium balloons could serve as a beautiful alternative.
WEDDING CEREMONIES (FELLOWSHIP HALL AND KITCHEN)

1. If the Kitchen and Fellowship Hall have been indicated for use on the application for use of the church, applicants will need to follow up with the church office with arranging a suitable time to meet a representative of the Kitchen Committee of the church.  Because of the various activities on the Church Calendar it will not be possible to accommodate unscheduled visits of applicants and caterers, etc.
2. No tacks, nails or screws of any kind are to be used to secure decorations or floral arrangements to any areas in the Fellowship Hall.  It is recommended that florists and/or decorators use florist tape or masking tape to secure items.
3. It is imperative that applicants coordinate with the Church Office and Sexton on any special arrangements of tables and chairs for the rehearsal dinner and/or reception.  It is recommended that a diagram of the layout of tables and chairs be drafted when the church office is notified.  Last minute changes and adjustments should be avoided if at all possible.  If a catering staff is responsible for setting up the rehearsal dinner or reception in the Fellowship Hall then this should be made known to the church office.  Neither the church office nor the sexton will be responsible for information the applicant failed to make known.
4. A representative of the Kitchen Committee will conduct a concise inventory of the kitchen and equipment for applicants and caterers prior to the scheduled event.  If there is any equipment missing or damaged it is the responsibility of the applicant to pay for damages.  A report will be given to the church office immediately of damages or costs under $200 will be deducted from this amount and only the balance refunded to non-members.  In the case of members, an itemized bill of the charges will be forwarded to you and payment is to be made promptly.
