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Wedding Planning & Policies

Manual
Trinity Church is committed to providing resources which build enduring relationships and provide a foundation for marriages that last.  Experience has taught us that certain principles and guidelines, when followed, will contribute to the success of your wedding and marriage.
Our excellent pre-marital counseling program based on God’s Word, and the assistance of our experienced Wedding Coordinator in planning your ceremony will be of great benefit to you. 
These steps of preparation will ensure that your wedding ceremony will be conducted in a Christ- like, orderly and edifying manner.
Thank you for in advance considering these guidelines and also for complying with them. It is our privilege and joy to serve you through the personnel and facilities of Trinity Church.

Sincerely in Christ,

Wedding Coordinator


792-3363,ext.214                
 
afoley@trinitytoday.com
Weddings cannot be booked more than one year in advance. 

You will need to meet with the wedding coordinator to check on the availability of the date and to complete the following forms: registration, generic order of service, ceremony position, media requirement, decorations, stage diagram set-up, and financial agreement. 
Upon confirmation of availability a deposit of $100.00 is due to hold the date. The remaining balance is due 30 days prior to the wedding date.
Counseling Requirements:

All persons wishing to be married at Trinity Church

are required to complete the course entitled Marriage Preparation. This class is taught periodically during the year at no cost. Watch for the dates offered in the Sunday Program or the Class Listings or ask the Wedding Coordinator to contact you. You will also be expected to attend at least one planning session and one counseling session with the officiating pastor.
The Wedding Service:

Please remember that the wedding ceremony is an act of worship and should not be taken lightly. Pranks are inappropriate in a wedding service.

Pastoral Requirements:

The wedding coordinator will have a list of pastors who are proficient in conducting the marriage ceremony. A minister who is not on staff may perform the ceremony if policy conditions are met and there is no breach in the spiritual integrity of the Trinity Church Bylaws. The Trinity pastoral fee is a minimum of $75.00. When the pastor also conducts more than two counseling sessions, an additional $75.00 is due.
Dates:

Sunday and Holiday weekend weddings are not available. 

Marriage License:
According to Texas Law, a marriage license must be obtained a minimum of 72 hours prior to your ceremony. The license  should be given to the pastor before the rehearsal. 

Trinity Church Building Use Rules and Regulations
Decorations:

The wedding coordinator will show you the Trinity Church wedding equipment. Equipment from other sources may be brought in upon approval from the Wedding Coordinator.  Please check with the Wedding Coordinator regarding the appropriateness of all decorations. 
Responsibilities of Bride & Groom:
The bride and groom are under obligation to enlist cooperation of all persons involved in decorating so that there is compliance with the Trinity Church Building Use Rules and Regulations. 
Trinity Church reserves the right to restrict the use of its facilities to wedding consultants, florists, caterers, photographers, etc., who violate the church’s wedding policy. 

Please give a copy of these pages to the appropriate parties.
Rules for Decorators and/or Florists:

1. Lighted candles are not allowed in close proximity to flowers or greenery. 
2. Trinity Church furnishings may be moved with permission from the Wedding Coordinator; church flower arrangements cannot be changed.

3. In accordance with fire regulations, no wax candles are permitted in the aisles.

4. Fresh flowers should not be strewn in the aisles.

5. In accordance with fire regulations, pews cannot be blocked by tulle or other material. 
6. No tacks, pins, nails, glue or tape shall be used to fasten any decorations to furniture (especially pews), walls or the building. 
7. Plastic or similar fireproof material must be placed under candelabras to protect the carpet and furniture. This includes Unity Candelabras.
8. The wedding coordinator should be notified of decorating times so that the proper doors can be unlocked. 

9. Decorations and equipment must be taken down immediately following the ceremony.
10. The church floral arrangements are not available.

Photographer:
1. The photographer may take photographs before or after the service in any part of the building that is not scheduled for another event.

2. Flash cameras during the wedding ceremony are discouraged. The bride, the wedding coordinator and the photographer should agree on when or if flash pictures are allowed during the service. 

3. The wedding party may reassemble on the chancel (stage) after the ceremony to pose for photographs of the bridal party. All photographs should be finished thirty minutes after the ceremony is over.
4. A sturdy stool will be available. The photographer will not be allowed to stand on the pews or place camera equipment on the pews or on any furniture in the church. The photographer will be held responsible for any damage done to the building or furniture that resulted from his/her actions.

Building Policies:

1. Receptions are allowed in the Lower Floor if there is no other event scheduled.
2. The wedding coordinator will schedule and coordinate events such as: decorating, rehearsing, wedding ceremony and receptions.

3. Church regulations do not allow smoking in any part of Trinity Church including the sanctuary foyer or steps and lower floor courtyard areas.

4. The serving or use of any form of alcoholic beverage is not permitted at any time on the church premises.

5. Dancing is not allowed on church premises.

6. The use of rice and sticky string is prohibited on church grounds. Birdseed or bubbles can be used outside the church building. Please do not throw confetti on the floor during or after the reception.
7. Friday weddings and receptions cannot be scheduled to begin after 7:00 pm.

8. Saturday wedding requirements are listed under Time Constraints. 

9. Keep in mind that any Sanctuary Stage equipment cannot be moved and church  floral arrangements are not available for decorating. 
Rehearsal:


The rehearsal will begin promptly at the time scheduled. The bride and groom are asked to urge all members of the wedding party to be prompt for the rehearsal and for the wedding. This is important because of other scheduled activities. 

Important guidelines for the rehearsal:
1. The Wedding Coordinator and the minister will direct the rehearsal.
2. The rehearsal will require approximately 45 minutes.

3. If possible, all parents and grandparents should be present for the rehearsal. 

4. All members of the wedding party, including the ushers, should arrive promptly at the time agreed upon.
5. The marriage license should be given to the minister, along with his fee, at the rehearsal.

6. Trinity Church Staff may not be replaced with volunteers regardless of their qualifications.
Time Constraints:
1. It is necessary to restrict the time that Saturday weddings begin. 
2. Regular Saturday weddings and receptions must conclude by 4:00 p.m. in order to stay within Trinity employee scheduled work hours and to allow time for our custodial personnel to clean the facilities for our Sunday Services. 
3. Saturday Sanctuary or Chapel weddings with receptions should be scheduled to begin between the hours of 10:00 a.m. and 1:0o p.m. 
4. Saturday weddings without receptions should be scheduled to begin between the hours of 10:00 a.m. and 2:00 p.m. 
5. Late afternoon Saturday weddings are allowed if: a fee of $225.00 is paid for the extra custodial team cleanup, the wedding ends by 7:30 p.m., and there is no reception on our premises.
Cancellations:

Should it become necessary to cancel or postpone your wedding, please call the church Wedding Coordinator as soon as possible so that your cancellation can be processed through the various departments concerned. A full refund will be given for cancellations more than 30 days from the actual date. No refund will be given 30 days or less from the actual wedding date. 

Location:

1. The location of your wedding ceremony is determined by the number of guests expected to attend, not by the number of invitations or the number of attendants.
2. Our Chapel will comfortably accommodate most weddings. Wedding smaller than 200 guests will be accommodated in the Chapel.

3. The Sanctuary will accommodate 1800 guest. It may be used when there are over 200 attending guests.

4. As we strive to be responsible stewards of God’s finances, we ask you to realize the expense of lighting, heating/cooling, cleaning and maintenance of the Sanctuary when using this larger area. 

Music & Sound System:

Music is an important part of the wedding ceremony and its purpose in a church wedding is to glorify God. As such, all music and texts must preserve the worship and dignity of this sacred service. The Sanctuary organ can technically challenge accomplished organists, therefore, only our staff organists may play this organ unless approval is given otherwise.

Financial arrangements should be made directly with musicians or vocalists and fees should be paid to those individuals.

Trinity Church Sound Engineers are the only ones permitted to use the equipment.   The  engineer  will   be  available  in sufficient time before the wedding to set up microphones and for sound checks. The Wedding Coordinator will help you to compile an “Order of Service” which should be given to the Sound Engineer, along with the CDs and/or audio tapes of the music for your wedding. The music selections should enhance the sacred meaning of the ceremony.
Courtyard Weddings/Receptions: 

If music is desired in the Courtyard during ceremony or reception, arrangements must be made with sound engineers outside of the church. Trinity Church sound equipment is designed for inside use therefore, our engineers will not set up or use church sound equipment in the courtyard.

Wedding Agenda:

To assure the smooth facilitation of your wedding, the Wedding Coordinator will assist in planning the ceremony and approve decorations. The assistant coordinators will direct the rehearsal and the wedding. 

The Audio and Light Technicians will be present at the rehearsal and at the ceremony and will work with the couple to achieve the proper sound and lighting. The videographer is available upon request.   Trinity Church Staff may not be replaced with volunteers regardless of their qualifications. 
Wedding Fees:

The fees to cover the services rendered by the Wedding Coordinator, Video, Audio and Light Technicians are to be included in the Trinity Church Wedding Department Financial Agreement for Weddings.
A deposit of $100.00 is required when the date is secured. The remaining fees  should be submitted to the Wedding Coordinator no later than 30 days prior to the wedding, payable to Trinity Church. 

Confirmation:

Please wait until you have conferred with our Trinity Church Wedding Coordinator and received final confirmation of date, time, and location of your wedding rehearsal/ceremony before ordering invitations, arranging airline schedules, etc. 
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