
WEDDING PREPARATION HANDBOOK

[image: image1.wmf]
ALTADENA BAPTIST CHURCH

791 East Calaveras Street

Altadena, California  91001

(626) 797-8970

AltaBap@aol.com
Pastors:


Rev. George Van Alstine,


Rev. Connie Larson DeVaughn,

Administrative Assistant


Alice Blackwood


Wedding Coordinator
Wedding Coordinator:


Pat Losie

  
plosie@apu.edu
Custodian:


Bill Zobrist

  
 (626)798-2913

A WORD FROM THE PASTOR --

We are pleased that you have chosen to be married at Altadena Baptist Church.  We believe it has the kind of simple and reverent beauty that can enhance any wedding ceremony.


I want you to know that we consider this a ministry of the church, rather than simply providing you with a facility.  We want to do all we can to help you build your marriage on the best possible foundation right from the beginning, for we take marriage very seriously.


It is in the spirit of helpful ministry that we provide you with this handbook.  Feel free to call the church office if you have any questions the handbook doesn't answer


And I hope you will use this crossroads experience in your life to come to a better understanding of the place God wants to have in your plans.  Talk to Him as you anticipate your wedding.  He is intensely interested.

Sincerely,

Pastor George Van Alstine

EARLY DECISIONS








There are three basic decisions that should be made as early as possible:

A.
WHEN WILL YOU BE MARRIED?
All the people who will be part of your wedding most likely have busy schedules, so set your date as soon as possible.  This will also give you adequate time to design, print and send invitations.

B.
WHERE WILL YOU BE MARRIED?
You may not yet have made up your mind.  Please determine this soon so that your date may be placed on the church's schedule.

C.
BY WHOM WILL YOU BE MARRIED?
The pastors of Altadena Baptist Church would be happy to discuss the possibility of performing your marriage.  Even if you would like to have another member of the clergy officiate, please consult with ABC's pastors.

Our pastors offer their services for pre-marital counseling.  Four sessions are recommended.  During these sessions the dynamics of marriage, the spiritual dimensions of family life and the details of the wedding will be discussed.

OTHER DECISIONS








Among the other decisions you will have to make during the weeks ahead are these:

A.
How elaborate will your wedding be?  Weddings can become very expensive, but this is not necessary.  Decide in advance what your budget will allow.

B.
How creative will your wedding be?  Traditional practices can be very meaningful, but you need not be bound by them.  Consult with the pastors if you have creative ideas for your wedding.

C.
Where will invitations be printed?  Choose your printer soon, because the process of printing and distributing invitations takes considerable time.

D.
Who will be on your invitation list?  Discuss this carefully so that no unnecessary hard feelings are caused.  Our church sanctuary seats about 225 people.

E.
Where will the reception be?  A simple reception can be held in the church's lower hall which will accommodate 125 seated at tables, or you may go elsewhere.

F.
Who will cater the reception?  This can become very expensive, or it can be done quite simply.

G.
Who will be the wedding coordinator?  It is good to appoint someone to oversee the details of decorations, the rehearsal and the wedding itself.  The church's coordinator will be happy to help you 

H.
Who will be the photographer?  If you will be using a professional photographer, make these arrangements early.

I.
Where will you buy the flowers?  This can be an expensive item.  Make sure you discuss all floral materials with a reputable florist.

J.
Who will be your pianist?  We can supply the name of an organist or you can arrange your own.  Please contact the organist yourself.

K.
Will you have a soloist?  These arrangements should be made by you, though the pianist would be happy to advise you.

L.
When will the wedding rehearsal be?  We recommend a rehearsal even if your wedding will be very simple.  The evening before the wedding is usually the best time.

M.
What decorations will you have?  Both the sanctuary and the reception hall can be tastefully decorated.

N.
Do you wish to have the service recorded?  Ask the pastors or administrative assistant about how this can be done.

O.
What physician will you see?  You must have a blood test before a license can be issued.  We recommend that you also have physical checkups and a pre-marital counseling session from a good doctor

P. When will you get your license?  A marriage license may be obtained at the County Clerk's office, 12400 Imperial Highway, Norwalk,  (562) 462-2137, between the hours of 8:00 a.m. and 4:00 p.m., Monday through Friday.  The license is valid for one month from the date issued.

RULES FOR CHURCH BUILDING USE



Understanding that the facilities of Altadena Baptist Church are used basically for Christian worship and teaching, please follow these few simple rules:

A.
If you wish to have your wedding performed by someone from outside the church, this must be pre-approved by the pastoral staff.

B.
Be sure that no one connected with your party either drinks alcoholic beverages or smokes within the church buildings.

C.
If you use the church's lower hall for your reception realize that we do not allow dancing or loud music and plan accordingly.

D.
Use only dripless candles, and be sure the sanctuary carpeting is adequately protected from dripping .

E.
Please do not use confetti, as it is difficult to clean up.  Rice should be thrown only outside the building.  Bird seed is often used as a substitute since it can be eaten by birds afterwards

F.
Have your photographer consult with the Wedding Coordinator prior to the wedding.  Please no flash pictures during the service.

G.
If the kitchen is used by people who are not part of ABC, we ask that it be left in the condition in which it was found.  Any broken items must be replaced.

H.
The wedding party and guests must vacate the premises by no later than 2:00 PM.

I.
There is no handicap access to Barinaga Hall (lower hall used for receptions)

WEDDING COORDINATOR






It is the policy of Altadena Baptist Church to have our Wedding Coordinator facilitate your rehearsal and wedding. This helps to make your special day less stressful and the wedding run smoother. His/her job description is as follows:

1. Help the bride with preliminary preparations.

2. Facilitate the wedding rehearsal:

Be at the church prior to time of rehearsal to help with set up/decorations; organize rehearsal.

3. Facilitate the wedding day events:

Be at the church to help florist with set up; attend to bridal party; make sure sanctuary is set up; help with processional; help with reception if held at the church; remain on the church grounds until wedding party and guests have left.

Receive wedding payments and keep track of payment schedule

WEDDING COSTS








There are many variables, such as gowns and tuxedos, reception costs, photography and floral arrangements. The following checklist only includes those items that relate to the use of the church and its personnel. You will probably find that these are the least of your expenses:

Honorarium for Musicians and/or Pastor is determined by the bride and groom, taking into account his or her time investment.

Recordings of the service are $25 for original, $3 each copy.

Dripless Candles are required for use in the sanctuary.

Payment Schedule:
4. 10% required to  hold the date on the church calendar.

5. 50% of remaining balance paid 6 weeks before wedding date.

6. Final payment due 2 weeks before wedding date.
Refund Policy: Full refund up to two weeks before wedding date.

SCHEDULE OF FEES




Church Use:
(Includes Sanctuary, dressing facilities, candelabra, kneeling bench, musical instruments, Custodian, Wedding Coordinator, PA System use and operating person.)  Musicians and Pastors not included.

Non-Member Fee

$375

Member Fee


$225

Reception Facilities:
Includes use of Barinaga Hall, tables, chairs, kitchen facilities and non-perishable supplies (utensils, cutlery, etc.), Custodial set up and clean up, Wedding Coordinator set up, assistance and clean up.

Non-Member Fee

$400

Member Fee


$190

STATISTICS










Included in the church use fee is your option to use any of the following:

Pews:


There are 24 pews in the sanctuary – 12 pews on each side.

Candelabra:

1 pair of brass candelabra that hold 30 dripless candles (15 in each).

1 pair of white wrought iron candelabra that hold 14 dripless candles (7 in each).

1 pair of lighters for candlelighters to use.

Flower containers:

2 floor standing white wicker baskets with handles to hold flower arrangements.

2 white wrought iron plant stands.

Kneeling Bench


White wrought iron with matching cushions.

The church does not have an aisle runner – your florist should be able to supply this.
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