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We are delighted that you are considering Westwood United Methodist Church for your
wedding. We believe that sharing with couples as they bind their lives together in the
Spirit of Christ is one of the most important ministries of the church. We look forward
to working with you to make your wedding a memorable day and helping you prepare
for a healthy, growing marriage.

The purpose of this information is to help you plan for a wedding that will be an
expression of your faith, a witness of your love for each other, and a time of deep
commitment. This booklet is the result of years of experience and hours of thoughtful
preparation in developing guidelines which will create a worshipful, joyful atmosphere
for your wedding.

We will look forward to sharing and growing with you.

Grace and peace,

Rev. Dr. Lee Strawhun Rev. Kathleen Kisner
Senior Pastor Associate Pastor

Dr. Sharon Spaulding
Executive Administrator
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Q&cheduling

To schedule your wedding, call or visit the Executive Administrator at 661-3139. She will deter-
mine if the date, time and pastor are available, but these cannot be confirmed until you meet
with one of our pastors. Pre-marital counseling is a prerequisite for marriage at Westwood
United Methodist Church.

Weddings are not scheduled on holiday weekends, the week before Easter, the week before
Christmas or after Thanksgiving, or on Sundays.

The pastors of our church will work with you to help make your wedding a meaningful expres-
sion of your commitment to each other and to Christ, and to help you prepare for a lifelong
covenant of growth and love.

One of our pastors will officiate at your wedding. Other clergy are welcome to assist.
Exceptions to this policy must be approved by the Senior Pastor.

The pastor is responsible for everything that happens on the church property. When the pastor is
not present, that responsibility is delegated to the wedding coordinator.

The United Methodist Church requires its pastors to counsel with the couple regarding the
meaning of Christian marriage, preparation for a healthy marriage, and other concerns raised by
the couple. The number and length of the sessions will be negotiated by the couple and the pas-
tor. The church continues to be interested in your marriage after the wedding. The pastors are
available for personal counseling at any point throughout your marriage. Please contact the pas-
tor for an appointment to begin counseling at least four months in advance of your wedding
date. Cost for materials is extra.

The pastor must receive the marriage license one week before the ceremony. Please bring the
license to the Church Office at that time. Referring to the Hamilton County Marriage License
Information Guide will give you all the information you need to know regarding how to obtain a
Marriage License. You also may call the Hamilton County office at (513) 946-3589.
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PLEASE GIVE A COPY OF THIS POLICY TO YOUR PHOTOGRAPHER

Because a wedding is a worship service of joy and dedication, we expect photographers and
videographers to treat the wedding service with respect and dignity. Policies of WUMC are as
follows:

1. Pictures of the bridal party may be taken in the gymnasium, parlor, sanctuary, or out of
doors no later than 45 minutes prior to the wedding.

2. Pictures must be completed within 45 minutes of the completion of the wedding. After 45
minutes, the custodian has been instructed to begin turning off the lights and securing the
building.

3. The photographer may not come down the aisle beyond the third pew from the cross aisles
while photographing the processional.

4. Pictures may be taken (WITHOUT FLASH) from an unobtrusive location during the
ceremony.

5. Pictures may be taken from the rear of the church during the recessional.

6. A video camera may be set up in either the balcony, a far side aisle, or in the rear of the
sanctuary. There can be NO MOVEMENT of the video camera from one location to an
other during the ceremony, and no use of artificial light.

7. Smoking is not permitted inside the building. Please observe smoking receptacles outdoors.

8. It is suggested that photographers arrive early enough before the wedding so they can get
their equipment in place before guests arrive.

9. The wedding rehearsal will be conducted keeping the photographer in mind so the wedding
party will know when certain photos are normally taken, and how best to pose for those
shots.

10. The pastors suggest to the wedding couple that all of their wedding pictures be taken before
the ceremony begins in order to keep their guests from having to wait on them at the
reception.
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To insure that every detail of your wedding is properly planned and carried out in accordance
with our church policies, we provide the ministry of a wedding coordinator. You will need to
make an appointment with her at least two months prior to your weddingto review plans,
clarify policies, discuss options, and resolve any questions you may have about the wedding and
rehearsal.

At the rehearsal, the wedding coordinator and pastor will lead the participants through every
detail of the wedding and ensure that each person understands what is to happen on the day of
the wedding.

At the wedding, the wedding coordinator will see that everything runs smoothly from the time
you arrive until after your wedding.

Every wedding in the sanctuary that includes music and invited guests must include the services
of our wedding coordinator.

If a personal wedding consultant is to assist the bride and her attendants, that person will work
under the supervision of our wedding coordinator.

The wedding is a service of worship in which we celebrate God’s gift of human love and affirm
the covenant between a man and woman in holy matrimony. Our pastors will use the United
Methodist Order of Worship for the Service of Christian Marriage. Changes or additions to the
service must be made in consultation with the pastor and must be consistent with the theology
and tradition of the church. Decisions you will need to make regarding the service include:

Do you want one or more congregational hymn/s?

Do you want a family member or friend to read a Scripture passage?

Will you have solos or special music?

Will you light a unity candle?

Do you want communion?

Avre the children mature enough to participate effectively? To be in the wedding procession,
it is recommended that children be at least five years old

Has the officiating pastor approved the order of service prior to printing the program
(required)?
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CAusic

Music is a vital part of this sacred service. Its purpose is to maintain and help create a spirit of
Christian worship. All instrumental and vocal music should be chosen in consultation with our
organist. He will suggest appropriate music for your service in consultation with the pastor and
other musicians involved. Music must be appropriate for worship and reflect Biblical themes
and Christian perspective. Secular music, such as a show tune, is not appropriate. The pastor
and organist have final authority regarding music selections. Due to the nature of the service,
taped accompaniment is not recommended.

It will be your responsibility to contact the organist as soon as possible to discuss the date, time,
and music. Arrangements for a vocal soloist and/or additional instrumentalists should be made
through the organist. It is the responsibility of the bride to see that the soloist contacts the
organist to arrange for a rehearsal. This rehearsal should be scheduled for a time other than the
wedding rehearsal.

The cost of the organist is listed in the wedding fees. Soloist’s fees should be negotiated and
paid separately.

The bride and groom will need to schedule a time to consult with the organist to choose music
for the wedding. In addition to processional and recessional music, we suggest the following
places during the ceremony where music could enhance the service. Choose the spots carefully
as it is possible to use too much music in the service.

Before, during, or after the seating of the mothers

A hymn sung by all in attendance at the beginning of the service, if desired

During the lighting of the unity candle (Choose a song where the words relate to this act.)
While the couple is kneeling during the prayers (The Lord’s Prayer by Malotte is
appropriate.)

If music is chosen which requires additional rehearsal/practice time, an additional fee may be
required. Only Westwood’s church organist, or one designated or approved by him, may play
the organ.

Scott Kimmell, organist, may be reached at his stud by calling 351-5201. Mike Kelly,

Minister of Worship and Arts, may also be reachedrn his office, 513-661-3139, ext. 113.

Page 13

PLEASE GIVE A COPY OF THIS POLICY TO YOUR FLORIST
1. The building will be open for flowers to be delivered 2 % hours before the wedding.

2. All decorations must be removed no later than ONE HOUR following the ceremony. If
the bride is leaving the flower arrangements in the church, our custodian will move

them to the proper place.

3. Bows and flowers may be used on the pews, but attached with ribbon, chenille stems,

or plastic pew clips ONLY. NO tape, tacks, staples, plastic, wire, or nails may be used

to secure decorations in the church.
4. If you are supplying an aisle runner, the aisle is 80 feet long.
5. Adequate precautions must be taken to protect the carpet, woodwork, and furnishings.

6. There will be no alcoholic beverages on the church property, inside or outside of the
building, at any time. Smoking is not permitted inside the building. If smoking out-

doors, please observe smoking receptacles.

If you have further questions, be sure to sjpd to the Wedding Coordinator.
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Appendiv C

Checklist: Steps to Y our V\Vedding

1. Contact the Executive Administrator (661-3139) to determine if the date you desire
for your wedding is available on the church calendar.

2. Make appointment with one of the pastors to discuss church policies, confirm the
date, and establish the premarital counseling process.

3. Pay security deposit to reserve the church facilities.

4. Call Wedding Coordinator, , phone to
arrange an appointment.

5. Contact organist, Scott Kimmell, 351-5201, to discuss availability, musical needs,
and a consultation appointment concerning music selection.

6. Give your florist a copy of Church Policy for Florists. (Copy page 13, Appendix D)

7. Give your photographer a copy of Church Policy for Wedding Photographers.
(Copy of page 14, Appendix E.)

8. Before printing, let the pastor proof-read your wedding bulletin.

9. Two weeks prior to your wedding, submit one check payable to WUMC, in care of
the Executive Administrator, Westwood United Methodist Church.

10. Bring marriage license to the church office no later than one week prior to your
wedding.

Page 5

—lowers and Decorations

Since our church is already furnished as a place of dignity and beauty, few decorations are
needed, and these should be carefully planned. You must give a copy of theNestwood United
Methodist Church Policy for Florists to your florist. (See page 13, Appendix D.)

Traditionally, it is the responsibility of the bride’s family to arrange with a florist for
decorations. In the placing of flowers, palms, or other enhancements, care must be taken to
insure that the floors, carpets, walls, and furnishings are not damaged.

Decorations will not be hung or suspended from walls or furnishings. Ribbon or simple
arrangements of flowers may be hung from aisle candles or candelabras. Except for these
markers, no other decorations will be attached to the furniture. No nails, screws, wires, tacks, or
tape will be used in decorating. Chenille stems are appropriate to secure decorations on candle
holders.

The altar is central to the service. Plants and dwers may not block the view of the cross
or access to the altar. We recommend one centrafrangement in the sanctuary, or two
small arrangements in the chapel, though you are neestricted to this.

You may also talk to your florist about building a unity candle arrangement into your floral
centerpiece. If you would like to use a unity candle, candelabras, or aisle candles, the church
will provide these for your use.

In selecting the color scheme of your wedding, you should first consider the colors in the
existing facilities. If your wedding is scheduled during a church seasonal celebration, such as
Easter or Christmas, it must be planned around existing decorations, such as the poinsettias at
Christmas. Existing seasonal decorations cannot be moved for the wedding.

The building can be opened for flowers, pictures, and other wedding preparations 2 % hours be-
fore the wedding. The florist, family, or decorator must remove all decorations no later than one
hour following the wedding, and will be responsible for any damage incurred. Flowers may be
left for the Sunday worship services and an announcement of your marriage will be in the
church bulletin. Please talk with the Wedding Coordinator or Executive Administrator about
this.
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@rﬁffzﬁg (Rooms

The Bride’s Dressing Room, which is the Choir Room, can be locked. The waiting area is next
door, the Saints Room. The Heritage Room is available to the groom and his attendants.

The bride and groom, or someone designated by them, will arrange for the security of personal
property before, during, and after the wedding. Since the church cannot be responsible for
personal belongings, we request that you remove everything from these rooms immediately fol-
lowing the wedding. PLEASE DO NOT LEAVE VALUABLES ANYWHERE
UNATTENDED—THE CHURCH IS NOT RESPONSIBLE FOR LOST O R STOLEN
ITEMS.

T he Wedding Party

We expect members of the wedding party to conduct themselves at all times in a manner
befitting the atmosphere of a place of worship.

Immediately prior to both rehearsal and wedding, we ask that members of the wedding party
refrain from the use of alcoholic beverages. No member of the wedding party who is under the
influence of alcohol will be permitted to participate in the wedding. No alcoholic beverages
may be served on the church premises at any time. Smoking is not permitted in the church
building at any time.

While confetti, rice, or birdseed may not be thrown in the buildings or on the church grounds,
bubbles make a wonderful celebration. The bride and groom must insure that these policies are
made known to and followed by all members of the wedding party.

Sanctuary Air Conditioning

Due to billing from Duke Energy, we cannot turn on air conditioning in the sanctuary until after
8:00 p.m. on Friday evenings. No air conditioning can run in the sanctuary for rehearsals.

On Saturdays, air conditioning is turned on early to cool the sanctuary for all Saturday
weddings.
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Appendix B
NON-REFUNDABLE DEPOSIT: (holds your wedding date) $100.00
The deposit is deducted from the total wedding fees
All fees are payable in full two weeks prior to the wedding rehearsal.
Wedding in the SANCTUARY:: No charge for use of the sanctuary
Payable to Westwood United Methodist Church
CUSTODIAL SERVICE $60.00
CHURCH ORGANIST $200.00
WEDDING COORDINATOR $150.00
SOUND TECHNICIAN $100.00
CARILLONNEUR (if used) $100.00

An honorarium for the PASTOR is left to your discretion.
One check made payable to WUMC may be mailed care of WUMC Executive Administrator,
3460 Epworth Ave., Cincinnati, OH 45211, or taken to the Church Office.

Wedding in the CHAPEL: No charge for use of the Chapel
Payable to Westwood United Methodist Church

CUSTODIAL SERVICE $ 30.00
ORGANIST $200.00
CARILLONNEUR (if used) $100.00

An honorarium for the pastor is left to your discretion.
We ask that all fees be paid prior to the Wedding Rehearsal!

Candles for the Wedding Service:

All candles are provided by the church for use in the candelabras, aisle candles, and the unity
candle. For decorating purposes, the candelabras each hold seven candles, and fourteen aisle
candle holders are available, 8 in the front half of the church and 6 in the back.
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Appendix A

The Marriage Service Fees
F—or Non-Church N1embers

NON-REFUNDABLE DEPOSIT: (holds your wedding date) $100.00
The deposit is deducted from the total wedding feesAll fees are due two full weeks prior
to the wedding rehearsal. The fees below are to lpaid with one check made payable to
WUMC. The financial secretary will see that individuals receive their portion of the total
amount.

The wedding rehearsal cannot begin until all feesave been paid.

USE OF SANCTUARY $300.00
USE OF CHAPEL $ 75.00
CUSTODIAL SERVICE, Sanctuary $ 60.00
CUSTODIAL SERVICE, Chapel $ 30.00
PASTOR’S FEE $200.00
WEDDING COORDINATOR $150.00
ORGANIST $200.00
CARILLONNEUR (if used) $100.00
SOUND TECHNICIAN $100.00

Again, all fees must be paid prior to the Wedding Rehearsal.

Write one check payable to WUMC. The Financial Secretary will be responsible for dispersing
the correct amount to participating individuals. Checks may be mailed in care of WUMC
Executive Administrator, 3460 Epworth Avenue, Cincinnati Oh. 45211, or hand delivered to the
Church Office.
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P hotographs

Pictures are a cherished part of weddings. Because a wedding is a sacred occasion, certain
procedures must be followed, and it is the responsibility of the bride to inform the photographer
of the policies of this church. Please give the photographer a copy of the church’s Policy for
Wedding Photographers, (page 14, Appendix E).

Flash pictures may be taken before the wedding and during the processional and the recessional.
NO photographs may be taken by guests during the wedding. A time exposure of the ceremony
may be taken unobtrusively from the rear of the church by the professional photographer. The
photographer may not enter the chancel area at any time. It is the groomsmen’s responsibility to
ensure that no photography occurs during the service.

If the service is to be videotaped, the camera must be stationary and use natural light. The
photographer/videographer may not move around the building or stand in the aisle. The camera
may be located in the sanctuary balcony, a side aisle, or in the rear of the sanctuary.

It is recommended that ALL photography be done before the service. The church allows 2 Y2
hours before the ceremony for this. However, you may wish to have some photos taken after-
ward. Photographs and videotaping must be completed within 45 minutes of the completion of
the service. After 45 minutes, the custodian has been instructed to begin turning off the lights
and securing the building.

Sanctuary SSound System

When the church sound system is used for vocal accompaniment, one of our sound technicians
must bepresent to run the system.
There will be a charge for this service.




A non-refundable securing deposit of $100 for a satuary or chapel wedding is
required from all members and non-members.

WUMC Members:

We consider weddings a ministry at Westwood Church. However, there are certain
necessary charges to cover the cost of building maintenance and utilities, as well as the time
and skills invested in your wedding by our staff.

It is possible to have a simple wedding, without music or guests, in the chapel at no charge
except a donation to the church. This arrangement must be approved by the pastor.

“Members” are defined as the bride, groom, or at least one of their parents being members
of this church for at least six months prior to the wedding The cost for a sanctuary or
chapel wedding includes the custodial fee, organist, wedding coordinator, and optional
items. There is no fee for use of the sanctuary or chapel or the services of the pastor. An
honorarium for the pastor is left to your discretion (see page 11, Appendix B).

Non-Members:

For non-members, the fees include the use of the sanctuary or chapel and fees for the pastor,
organist, wedding coordinator, custodian, and optional items. A list of fees can be found on
page 10, Appendix A.

Your wedding date cannot be confirmed until the securing deposit is received. In case of a
conflict in date and time, the party whose deposit is received first will have first choice.

All fees must be paid to the church office two weeks prior to your wedding. All fees are
payable by check to Westwood United Methodist Church.

The custodian’s fee includes opening and preparation of facilities 2 %2 hours before the
wedding, being available to assist the wedding party and guests, cleaning, and closing the
building after the wedding. Other arrangements may be made by special request and at
additional cost. (See Wedding Receptions at the Church, p. 9.) The Church Office hours are
9:00 a.m. to 5:00 p.m. Monday through Thursday, and 9:00 a.m. to 4:00 p.m. on Friday.
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VVedding Receptions at the Church

Westwood United Methodist Women’s group has a Reception Committee to help you plan
a wedding reception at the church. The Reception Committee will provide a reception
planning booklet upon request. WUMC is smoke and alcohol free. Please contact Virginia
Michael, 574-0106, to coordinate your reception.

All receptions or dinners must be coordinated with the Reception Committee.
Minimum fee for the committee is $100.00.

Fees for use of areas in the church for receptions:

Church Parlor $ 75
Eckel Hall $ 50
Gymnasium $100




