Hallmark Baptist Church

General Wedding Guidelines

Times available for weddings at Hallmark Baptist Church (HBC) are as follows: Friday evening (with the understanding that all wedding decorations, events and activities be completed or removed by 10:00 pm) or Saturday’s (with the understanding that all wedding decorations, events and activities be completed or removed by 4:00 pm).  Weddings cannot be scheduled during holiday seasons or when there is a church calendar conflict.  

The Wedding Chapel has a seating capacity of 250.  

HBC has a Wedding Coordinator, Violetta Hickman.  She will handle all details regarding your wedding.  She will check location availability for the date and time of your wedding.  Reservation for the space in your name must be done at least 60 days prior to your wedding day and will be guaranteed upon receipt of a signed application and a $100 nonrefundable deposit.  Please make checks out to Hallmark Baptist Church.  The application and check should be mailed to Violetta at 4201 W Risinger Rd, Ft. Worth, TX 76123.  This amount will be deducted from your final charges, which are due 30 days prior to your wedding.  Violetta will assist you in finding a pastor to perform the service.  A HBC pastor who will administer the vows must perform the wedding.  The HBC pastor must approve all co-officiating or guest pastors.  

The bride and her family will schedule all vendors.  The Wedding Coordinator will assist by providing a resource list, if requested.  The person scheduling the wedding will be held liable for any damage to carpets, furniture or buildings, so it is important that you carefully note the guidelines included herein and make sure that the vendors are so informed.  HBC reserves the right to restrict the privileges of any outside vendor who violates the wedding policy of the church.

A bride’s dressing room, as well as a groom’s dressing room, will be provided; however, HBC assumes no responsibility for lost or stolen items.

A one-hour rehearsal will be scheduled some time the week preceding the wedding.  It must begin and end on time and should include all members of the wedding party.   Please remember to give your marriage license to the Wedding Coordinator the night of the rehearsal.

No alcoholic beverages or smoking are allowed in the facility or on the property.  No one under the influence of alcohol or drugs will be allowed to participate in the rehearsal or wedding.

Flowers And Decorations

Florists will have access to the location of the wedding ceremony two hours prior to the wedding.  When the ceremony is concluded and all photography completed, we ask that all areas be cleaned and all flowers and decorations be removed immediately.  The church cannot store any wedding decorations nor is it responsible for any items left behind by vendors.  Church furniture or decorations are not to be moved.

No decoration of any kind is to be applied to walls, ceilings or glass.  Florist wire, ribbon or pipe cleaners may be used when necessary but nails, stables and adhesives of any kind are not permitted.

No plain wax candles are to be used.  Candles need to be spring loaded or paradise brand.  Votive or drip less candles may be used in hurricane lamps.  Aisle candles are permitted in hurricane lamps only.  In order to protect the carpet and furniture, plastic material must be placed under all floral arrangements and candles.  No real rose pedals are to be used to drop on floor by flower girls.

Music

Due to the sophisticated nature of the sound and lighting system in the Wedding Chapel, only a HBC technician can operate them.  The Wedding Coordinator is responsible for booking a technician for your wedding ceremony.  The Music Worksheet along with the CD’s and/or audiotapes must be turned into the Wedding Coordinator no later than 30 days prior to the ceremony to be pre-approved by the officiating pastor.  After they are pre-approved, we will forward them to our Media Department to be used for your wedding ceremony.  Only music that is suitable for a worship service may be used.  Sacred, contemporary Christian, hymns and classical instrumental music are appropriate.  Some secular wedding and love songs are permissible with approval of the pastor.

The Wedding Coordinator can assist you in obtaining instrumentalists and vocalists for your wedding; however, all financial arrangements will be negotiated by you and are your responsibility.  A Wedding Check List for HBC Sound Technicians must be completed and turned in to the Wedding Coordinator no later than 30 days prior to the wedding date.

Photography and Videography

The location chosen for the wedding and the surrounding church grounds, when available, may be used for photographs immediately before or after the ceremony.  Once the ceremony begins the photographer should remain stationary to prevent any disruption to the ceremony.  The church does not provide a video camera, however videotaping is allowed.  Video equipment should be positioned in fixed locations during the ceremony.

Premarital Counseling

It is required that all couples being married at Hallmark Baptist Church have at least one pre-marital counseling session with the pastor who will perform their ceremony.

Reminders

This is God’s house and we ask that you help us treat it with reverence and respect.  Members of the wedding party and guests must abide by the following guidelines, which will be strictly enforced by security:

· Use of inappropriate language is prohibited.

· Proper dress is required at the rehearsal and the wedding.

· The use of alcoholic beverages, tobacco, drugs, or items resembling such is strictly prohibited on the premises.

· Only birdseed may be thrown outside of the building.

Next Steps

If you want further information regarding weddings at Hallmark Baptist Church or if you want to check possible dates and locations for your ceremony, contact the Wedding Coordinator, Violetta Hickman.  Her phone number is 817.370.0123 and her email is violetta@hbcfw.org
Hallmark Baptist Church

Wedding Charges

Wedding Chapel



   Chapel Rental ----------------------------------      $400.00



   Cleaning (before & after)---------------------
      $125.00



   Sound Technician------------------------------        $75.00



   Reception in Atrium---------------------------      $300.00  



   Cleaning for Reception------------------------      $125.00



   Cleaning for Dressing Rooms----------------        $50.00

                           (Nursery Area)

                           Set up Fees for tables / chairs-----------------     $150.00 

                           (Atrium Area) - optional     

                           Extra Cleaning----------------------------------      $100.00   

                           Example Rehearsal Dinner

 Date of Wedding: _____________








 Time of Wedding: _____________


                                                                                     Bride: _______________________








 Bride’s Phone #: _______________

Wedding Checklist For HBC Sound Technicians

This sheet must be turned into Wedding Coordinator no later than 30 days prior to wedding date.

1. Number of ministers participating: _______________

2. Names of ministers participating: __________________   ___________________

3. Songs that will be sung:

Name of Song

   Style
   
      Location

Accompaniment

            (i.e. The Lord’s Prayer)           (i.e. solo, trio…)             (i.e. near piano)                    (i.e. track, piano…)

         _____________________         ______________       ___________________        _________________________

         _____________________         ______________       ___________________        _________________________       

         _____________________         ______________       ___________________        _________________________
         _____________________         ______________       ___________________        _________________________
        _____________________         ______________       ___________________        _________________________
      4.   Are there any speaking parts other than the minister and the vows? ____________


If so:  Name of Participant

Location

                      __________________

___________________

         
          __________________

___________________

5. Other helpful information (i.e. string quartet…)  __________________________

Notes:  The sound technician will attend the wedding rehearsal.

If the singers want to rehearse, they should arrive at least 30 minutes before the ceremony to practice.

            The sound technician will arrive up to 2 hours before the wedding to set up 

            the items requested.

            HBC will not supply any additional amplifiers beyond the normal use of the   

            current sound system. 

 Date of Wedding: _____________








 Time of Wedding: _____________


                                                                                     Bride: _______________________








 Bride’s Phone #: _______________

Music Worksheet

This sheet with music tapes and/or CD’s must be turned into the Wedding Coordinator no later than 30 days prior to wedding date.

Musical Selections:

Seating of the Grandmothers: ____________________________________________

Seating of the Mothers: _________________________________________________

Bridesmaid’s Entrance: _________________________________________________

Bride’s Entrance: ______________________________________________________

Recessional: __________________________________________________________

Special Selections:

Ceremony Que:

Selection:

__________________      ________________________________________________

__________________      ________________________________________________

__________________      ________________________________________________



Pianist __________________   Phone Number: _____________________

Soloist __________________   Phone Number: _____________________             

Soloist __________________   Phone Number: _____________________ 

Soloist __________________   Phone Number: _____________________ Instrumentalist(s)_________________ Phone Number: _____________________

Special Arrangements: _____________________________________________________

 ________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Wedding Application

Hallmark Baptist Church

Bride’s Full Name: ________________________________________________________

Address: ________________________________________________________________

City __________________________ State _________________ Zip ________________

Email Address: ___________________________________________________________

Home Phone: ___________________________ Work Phone: _____________________

Date of Birth: ___________________________ Occupation: ______________________

First Marriage?    Yes _______       No ________

   If No:  Widowed  Yes ________  No _________

   Divorced  Yes ________  No _________

Hallmark Baptist Church Member?   Yes __________  No ____________

   If No, Church Affiliation: _________________________________________________

Address after Marriage: ____________________________________________________

City __________________________ State _________________ Zip ________________

Groom’s Full Name: ______________________________________________________

Address: ________________________________________________________________

City __________________________ State _________________ Zip ________________

Email Address: ___________________________________________________________

Home Phone: ___________________________ Work Phone: _____________________

Date of Birth: ___________________________ Occupation: ______________________

First Marriage?    Yes _______       No ________

   If No:  Widowed  Yes ________  No _________

   Divorced  Yes ________  No _________

Hallmark Baptist Church Member?   Yes __________  No ____________

   If No, Church Affiliation: _________________________________________________

How many guests (approximately) do you expect at your wedding?  ___________



Wedding Date _________________     Time ___________________



Rehearsal Date _________________     Time ___________________ 

                        Counseling Date _________________   Time ___________________    

                        Wedding Location _________________________________________


            Pastor ___________________________________________________


We have read the Wedding Policy and Guidelines of Hallmark Baptist Church 

and agree to comply with all that is written therein. 

(A $100 nonrefundable deposit is required with this application)

Bride’s Signature: ___________________________________________   Date: _______________

Groom’s Signature: ___________________________________________   Date: _______________


Event Request Form








Date Submitted: _____________

Event Name: __________________________________________________________

Description: ___________________________________________________________ 

Contact Person: __________________________________ Phone: ________________

Fax Number: _______________________ Email: _____________________________

Event Date(s): _____________ Day(s): ____________ Alternate Date(s): ___________

Location: _______________________________________________________________

Room Set up Diagram:

(Please draw floor plan and include the location of chairs, tables, doors, etc. – Add additional room setup forms if more rooms used.)


Please check the following:

I will set up and take down chairs/tables myself.  ____

I will pay the fee to have chairs/tables set up and taken down.  ____ 

HALLMARK BAPTIST CHURCH

POLICIES FOR USE OF CHURCH FACILITIES

This is God’s house and we ask that you help us treat it with reverence and respect.  Members of wedding parties and their guests, guests for banquets must abide by the following guidelines:

A. No smoking or alcoholic beverages will be allowed in the facility or on the 

Property.

B. Use of inappropriate language is prohibited.

C. Organizations or persons using the facility will be personally responsible for 

any damage which might occur to furnishings, equipment or building.

D. In order to use any portion of the facility, all groups and their activities will

conform to city fire and safety ordinances.

E. Only persons on the Ministerial Staff of Hallmark Baptist Church or persons approved by the Pastor will perform marriage ceremonies.

F. Only persons approved by the Minister of Music will operate the sound and

reproduction equipment throughout the facilities.

G. Hallmark Wedding Coordinator must be used for all weddings and fees must 

be paid directly to Coordinator.
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