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 9801 Durant Road 

 Raleigh, NC 27614

Wedding Policies and Procedures Manual

We are honored to be part of your wedding plans and are eager to assist you in any way we can. You should begin by choosing one of our official Wedding Directors to assist you with your planning (see page 2).
Marriage
Marriage is God’s holy ordinance and the wedding ceremony a very reverent service. As you begin to prepare yourself for your wedding, both from the standpoint of the profound new relationship you are about to enter, and for the service itself, it is appropriate that you should consider what the Bible has to say about marriage. The following list of readings is recommended for your devotional use and also as a list of possibilities to be used within the service:


Genesis 2:18–25
Ephesians 5:21–33

Mark 10: 1–12 (Marriage and Divorce)
Philippians 1:9–11, 2:1–11, 4:4, 13

Romans 7:1–3
Colossians 3:1–19, 23–24

Romans 12
1 Thessalonians 4: 1–8

1 Corinthians 7:39, 13:1–13
Hebrews 13:1–6

2 Corinthians 6:14
1 Peter 3:1–9


Galatians 5:13–26
1 John 4:7–21
Open Door Church affirms that Christian marriage is only between a man and a woman who are both followers of the Lord Jesus Christ (2 Cor 6:14). Each pastor will also have other requirements that you will need to discuss during your initial conference. This church is also committed to the following guidelines:

Pastor

Members of Open Door Church who wish to be married in our facility may invite one of our pastors/ministers to perform the wedding ceremony. You may choose from the following list:

Rev. Dwayne Milioni
Rev. Eric Dillon

Rev. Jimmy Cooper
Rev. Mark Armstrong
Rev. Kevin Jones

Rev. Aroldo Couto

Rev. Michael Guyer
Rev. Chris Rafferty



If you would like to have a pastor outside of Open Door Church to officiate at your ceremony, please call the Pastor of Administration for approval and coordination. It is recommended that each officiating pastor receive an honorarium directly from the couple of at least $100 (plus travel expense reimbursements). Additional compensation should be given to pastors who also provide pre-martial counseling as well as planning and officiating the rehearsal and wedding.
Pre-Marital Counseling

Pre-marital counseling is a requirement for all weddings performed at Open Door Church. After you have made a request to be married at Open Door Church, the pastor you request to marry you will require that you and your fiancé meet with him for an initial interview. At that time, he will go over the biblical foundation for marriage, discuss responsibilities of a Christian marriage and give each of you the opportunity to share with him about your personal relationship with Christ. Once your wedding has been scheduled, the pastor who will perform your ceremony will require that both of you meet with him for 5–6 sessions of additional counseling. 

Wedding Director

Every wedding party is required to use one of the official Wedding Directors for Open Door Church. Our Wedding directors are familiar with wedding etiquette and have the experience of directing weddings in our facility. While others may help you plan your ceremony, the Wedding Director is in charge of directing the rehearsal and the wedding. In order that the rehearsal progresses in a smooth and orderly fashion, it is important that the bride and the Wedding Director arrange a meeting to discuss the wedding service. You may not reserve the building for your preferred date until both the bride and the groom have read this entire policy and the bride has met with the Wedding Director.
Currently, our official wedding Director is: Jenn Rorex, jennrorex@gmail.com; 919-793-8828 (C). If she is not available on the date you and the Pastor have agreed upon, she has a list of alternate ladies who may be able to direct your wedding. You will still need to discuss the policy with Traci prior to meeting with an approved alternate.
Arrangements

The Wedding Director will assist you with the following:

1.  Completing the wedding application form
2.  Tour of the facility

3.  Explanation of the fee schedule
4.  Coordination of wedding rehearsal ceremony
The Facility and Fees

Open Door Church does not accommodate requests from non-members for weddings or receptions.  However, members of Open Door Church plants or associated churches may request the facilities for wedding events. Those not enjoying a membership or ministry relationship with Open Door should meet with the Church Administrator first. He will consider your situation on a case-by-case basis and will discuss all of the fees with you.
Members are requested to pay a minimal fee of $600 for the use of the facilities for the rehearsal and the wedding. Included in the cost of the wedding fees will be the fee for the sound technician, custodian, and wedding director, as well as the cost for set-up and take-down. If A/V equipment is needed, an additional fee of $75 per person needed will be required to pay the approved Open Door A/V technicians for their services (to use PowerPoint media an additional person is needed). None of the church’s equipment is available without permission from the Wedding Director. Additional fees are required for using the facilities for the rehearsal dinner and/or the wedding reception and there are several building security deposits.
Please keep in mind that you are not renting or leasing a section of the building. The fees you are paying are only partial cost recovery for the man-hours and resources expended for this wonderful event. The upper level of our large building is the worship and education space for Open Door Church. It still retains this function during a Christian wedding and should not be substantially altered to give it the appearance of a secular building. Thus, the door sign listing the Worship Service times, as well as any other ministry information, should not be removed for a Christian wedding.
All fees are payable one month prior to the wedding date. Please make your check payable to Open Door Church and mail it to Open Door to the attention of the wedding director. The address is on page one.
Weddings will be held in the Auditorium and rehearsal dinners in Room 200 (for less than 40 people) or Rooms 202-204 (for more than 40 people). Receptions may be held in Rooms 202-204, the Youth Center or the Children’s Center.
You may have access to the facility no earlier than the Friday before your wedding from 8:00am until

9:00pm for Saturday weddings, as it is available. However, a separate Building Request Form must be submitted with the times and person in charge for your set-up as well as for the Wedding Rehearsal and/or Rehearsal dinner (These people need to have also read this policy manual). Access to the facility on the Saturday of your wedding is from 9:00am until 8:00pm. The building must be vacated by 8:00pm on Saturday evening in order for it to be cleaned and set-up for Sunday services. Please inform the Wedding Director of your schedule and submit a Building Use Form to the church office at least eight weeks in advance to reserve the space and for your events to be put on the church calendar. Other arrangements must be pre-approved. Please give a copy of this policy to anyone you allow to be in charge of set-up, decorating, the rehearsal dinner, clean-up, etc.
Auditorium

Decorations

The bride may choose to decorate with flowers, ferns, candles, etc. You must call the Wedding Director 10 days prior to your wedding day to inform us when you will be arriving on the premises to decorate and have these times on your submitted Building Use Form. This is so that the heat/air conditioning can be turned on and temperature controlled by the time you arrive. The following considerations should be observed:

1.
Candles
We suggest that metal-cylinder candles be used if possible. Otherwise, only drip-less candles are permitted. Candles or candelabra must not be placed directly on the carpet, but on an additional carpet square on the stage. NEVER PLACE CANDLES ON THE PIANO.  The number of candles needs to be limited to a reasonable and conservative amount and all candles not in the candelabra MUST have a glass dish under them. Instruct your friends helping with clean-up to blow the candles out and let them cool for five minutes prior to moving them. Candle wax on the carpet may cause you to loose your security deposit and even incur additional fees because wax removal requires equipment, chemicals, and expert technicians.
2.
Flowers
DELIVERY – For summer weddings, flower delivery should not be made more than four hours prior to the ceremony because the Auditorium may not be cool enough to preserve there freshness. The Attendants’ flowers are to be delivered to Room 200.

SET-UP – Please be considerate of the carpet and furniture as you plan the placement of floral arrangements and plants.

CLEAN-UP –- The florist will be responsible for any floral clean-up necessary after decorating.

3.
Fastening of Decorations
The use of nails, tacks, staples, pins, adhesives, and bare wire is forbidden.  We suggest wrapped wire, chenille or ribbon.

4.
Removal of Decorations
All wedding decorations must be removed immediately following the ceremony.  The bride’s family ultimately assumes responsibility for immediate clean-up. No tape or stickers are allowed on the carpet.  However, you may use Velcro to mark important spots. No glitter may be used in the building for any of the wedding events. 

5. If the piano on the platform in the auditorium is moved for any of the wedding events, there will be an additional $100 piano moving fee to have it re-tuned after being relocated.

6. Full use of the kitchen for a meal for a Saturday wedding will require an additional $100 fee. Ice and the microwaves may be used with no additional costs.  
The wedding fees that you are paying cover the cost for man-hours for the chairs to be set-up in the auditorium prior to the Wedding Rehearsal. This will be done in a way that is designed for maximum space use, for easy access for the wedding party’s procession and position during the ceremony, and for ease of seating guests.  Please only include the number of chairs you desire for the guests attending your wedding on the Building Use Form. However, the wedding party may request to not have the chairs set-up by the church staff and set them up themselves in a pattern that is approved by the Open Door Wedding Director. A few hours after the ceremony the church staff will set-up the chairs for the next Open Door event. Decorations and rented items must be completely removed prior to 8:00pm.
Foyer / Welcome Center Area

For weddings scheduled on a Sunday, Wednesday, or Saturday – the floor of the Foyer/Welcome Center and the Coffee Bar area MUST be cleared within one hour from the end of the ceremony. Items removed from the Foyer and placed in Room 206 or any items placed on the bar in the coffee area do not have to be returned immediately. This work can be done after the reception as long as it is complete by 8:00pm. (Pictures may be taken of the Welcome Center counter and ministry display tables that are changed so they can be restored to their prior wedding state by 8:00pm.)

None of the inside or outside floor matting may be removed or altered in any of Open Door’s buildings at any time.  
Ceremony

Your choice of music should be in keeping with the spirit of Christ-centered worship and the Christian faith. Please send a list of your proposed songs to the Minister of Worship at least six weeks prior to the ceremony for approval. You may also contact him for suggestions of appropriate music if you need assistance in making your selections (daniel@opendoorlife.com). Please also submit a list of your final musical selections to the Wedding Director at least one month prior to the ceremony. Please contact your singers and instrumentalists two to three months prior to your wedding. It is recommended that each musician receive an honorarium directly from the couple of at least $75 (plus travel expense reimbursements).
Communion: Communion is reserved for corporate worship and is not to be done during a wedding ceremony.

The Wedding Rehearsal

All weddings at Open Door require a rehearsal.

The bride and groom should make sure that all members of their wedding party are at the church at the scheduled starting time of the rehearsal. The rehearsal will be set to a one hour limit in order to respect the officiating pastor, wedding director, and sound technician.

All rehearsals are under the direction of the officiating pastor, assisted by the wedding director. In order that the rehearsal may progress in a smooth and orderly fashion, it is mandatory that the bride and the director decide, in advance of the rehearsal, the following matters:

1.
The ushers to escort the groom’s mother, the bride’s mother, and any other honorees to be seated.

2.
The exact standing arrangement for members of the bridal party in the Auditorium and the order in which they will process and recess.

3.
The order of the ceremony (to be discussed with officiating pastor.)

4.
The marriage license is to be brought to the rehearsal and given to the officiating pastor on arrival.

After the Wedding Rehearsal, return all doors that were closed prior to the Rehearsal to the closed position before leaving the building. The A/C and heating zones need to be maintained when the building is not in use overnight.

Photography / Videography

You are responsible for discussing with your photographer the details that will allow them to capture this wonderful event and retain reverence and dignity for a Christian worship service. At the conclusion of the ceremony, any pictures involving the officiating pastor should be taken first.
If you need recommendations for a professional to videotape the ceremony, please ask the Open Door Wedding Director. Then contact this person to discuss the cost. This fee will be handled between the videographer and the couple.
Sound/ Audio

The Wedding Director will contact the Minister of Worship to coordinate the sound for your wedding. Use of Open Door sound equipment and any other electronic equipment is prohibited without permission from him. No equipment will ever be allowed to be taken off the premises. If you desire a sound CD of the ceremony you may discuss this with the Sound Technician. However, a video tape/DVD will preserve both the visual and audio of the service for you in a quality format. An additional fee is charged for the sound technician to stay for a wedding reception.
Reception/Rehearsal Dinner Guidelines

If you are considering having your reception or rehearsal dinner at Open Door, please read the attached Food Services Guidelines. An additional $50 security deposit will be required to hold the rehearsal dinner at the church. This deposit will be returned after the room used for the rehearsal dinner has been cleaned and left in the same condition in which it was found. Setup and breakdown of the room used is the responsibility of whoever is hosting the rehearsal dinner. Any chairs, table carts, podiums, room dividers, etc. removed from the rooms MUST be returned before you leave the building. Tables are already in Room 202–204. Additional tables are at the end of the hall by Room 201 and in Room 206.
The reception may be held in any of the rooms surrounding the Worship Center as well as the downstairs Children’s Center and Youth Center. The fee for the reception is $300 ($150 if wedding was held at OD) for the building and $75 for the sound technician. Any special songs to be played or CD’s to be played during the reception must be given to the Wedding Director and Minister of Worship in advance. If you need A/V equipment for the reception, an additional fee of $50 is required for use of equipment and an operator.

Printed Bulletins

If a printed order of service is desired, it is the bride’s responsibility to provide them.

Dressing Rooms
Room 200, located to the left of the Auditorium, will be used as a dressing room for the bride and her attendants. The bridegroom and ushers will use Room 201 on the right side of the Auditorium (there are 2 restrooms that the men may use in Room 207 across the hall from Room 201). All rooms that are used by the wedding party MUST be put back the way they were before being used and have been requested on the Building Use Form. On Saturday weddings when the reception is off-site and not in the Youth Center, no guest or wedding party person should go downstairs for any reason. If a nursery or cry room is needed, you may use Room 205 upstairs. (This room has a closed circuit TV where the wedding can be watched and heard by the adults supervising the children.) Please respect those who will use the rooms for Sunday services by leaving them the way you found them. The custodian will vacuum the carpet, but trash should be thrown away and nothing should be left behind by the wedding party in the rooms. A small amount of rental equipment can be temporarily stored on the property if pre-arranged with the Church Administrator. But this will need to be removed by the next business day and a designated person will have to make sure everything rented is removed without taking any property owned by the church. The bride and groom will be held responsible for any damage done to any of the rooms used by the wedding party. The final state of the rooms will affect the return of your security deposits.
Farewell to the Couple

The following items may be used outside the church when the couple leaves the parking lot: birdseed, bubbles, and flower petals. Please do not use rice. These items should be given to the wedding guests and used only outside of the buildings. Try to avoid having large amounts of bird seed or flower petals at the buildings entrances.
Cleaning
Your fee includes two clean-ups: One before the rehearsal and one after the wedding/reception. No other cleanings are provided. The wedding building security deposit and rehearsal dinner security deposit will be returned if all areas are in order and no property is damaged or missing after an inspection of the site.  
Miscellaneous

It is expected that members of the wedding party will recognize the fact that the church building is to be used reverently. They are asked to conduct themselves at all times in a manner befitting the atmosphere of a place of worship.

All special requests from the wedding party must go to the Wedding Director, not to the church staff. Decorating and set-up of the foyer may be done by the Bride’s family and or friends. The same people will also need to restore this area to its original set-up after the crowd has left the building or the upper level. Photographs can be taken and notes made of the foyer’s set-up so that the restoration can go smoothly. 
No alcoholic beverages may be brought onto the church property or served on the premises. Members of the wedding party are expected to refrain from using alcoholic beverages immediately prior to both the rehearsal and wedding.

No smoking is permitted anywhere inside any of the church’s buildings.

The bride and groom are requested to advise their guests of the above policies.

Conclusion

Every effort will be made to make your wedding a meaningful, beautiful and memorable occasion. Please keep in close contact with the Wedding Director and church office as you plan for this joyful event.

The church reserves the right to make the final decisions in regard to any details and areas not covered by these policy statements.

Honorariums

Pastor(s) officiating ceremony


  
$100 (minimum recommended amount)
Pastors’ travel, meals, and lodging expenses

(exact reimbursement from receipts submitted)

Pastor’s pre-martial counseling



(additional love gift)
Musicians




            $75 (minimum recommended amount each)
Musicians’ travel, meals, and lodging expenses

(exact reimbursement from receipts submitted)
** These should be paid directly to each individual on the wedding day or during the following week by the couple.
Fees for the use of the facilities:

Rehearsal/Wedding fee:
$600
[This includes the Wedding Director’s fee ($200), 
cleaning and set-up fee ($100), 
Sound Technician rehearsal and wedding fee ($100) 
and facilities use fee ($200)]
Building use Rehearsal Dinner fee:
$250

Wedding Building security deposit:
$100
Rehearsal Dinner security deposit:
$50

Piano relocating fee:
$100

Building use Reception fee:
$300 ($150 if wedding was held at OD)
Additional Sound Technician fee for the Reception:
$50


Onsite Reception building security deposit:
$50

Saturday Full Kitchen use (Optional):
$100
PowerPoint Tech. Rehearsal and Wedding fee (Optional):
$75

*** Please mail a check payable for all applicable fees and deposits to Open Door Church one month prior to events. Please put “wedding fees” in the memo line.

Checklist for Entire Wedding Process
Initial Procedures

SYMBOL 113 \f "Wingdings" \s 12 \h

Submit a completed wedding application form to the Wedding Director.

SYMBOL 113 \f "Wingdings" \s 12 \h

Call the pastor you want to officiate at your ceremony and set up an appointment for an initial interview.
SYMBOL 113 \f "Wingdings" \s 12 \h

Fill out the attached Wedding Information Form and the Liability Release Form and return to the Wedding Director.
SYMBOL 113 \f "Wingdings" \s 12 \h

Make an appointment with the Wedding Director. Complete Wedding Director Forms before you meet with her.

SYMBOL 113 \f "Wingdings" \s 12 \h

Schedule your first pre-marital counseling session with the officiating pastor of your ceremony.

SYMBOL 113 \f "Wingdings" \s 12 \h

Fill out a Building Request Form for your wedding ceremony to secure the date you and the Pastor select.

SYMBOL 113 \f "Wingdings" \s 12 \h

Fill out a Media Request Form for your wedding ceremony.

SYMBOL 113 \f "Wingdings" \s 12 \h

If you would like suggestions of Open Door singers and instrumentalists, please contact the Minister of Worship or the Wedding Director at least two to three months prior to your wedding.

SYMBOL 113 \f "Wingdings" \s 12 \h

Mail or email your song selections to the Minister of Worship six weeks before the ceremony.

SYMBOL 113 \f "Wingdings" \s 12 \h

Schedule a final meeting with the officiating Pastor and the Wedding Director to go over your ceremony.

One month prior to the ceremony

SYMBOL 113 \f "Wingdings" \s 12 \h  
Fill out Building Request Forms for your Rehearsal/Rehearsal dinner, set-up times, and Reception.

SYMBOL 113 \f "Wingdings" \s 12 \h  
Mail check to the attention of the Wedding Director.  Make check payable to: Open Door Baptist Church.
SYMBOL 113 \f "Wingdings" \s 12 \h

Submit a list of music to be used in the wedding ceremony and/or at the reception to Wedding Director.

10 days prior to the ceremony

SYMBOL 113 \f "Wingdings" \s 12 \h

Contact the Wedding Director to inform her when you or your florist or caterer will be arriving to decorate or set up on the day before your wedding. Inform her of the final number of expected guests.
SYMBOL 113 \f "Wingdings" \s 12 \h

Inform the Wedding Director if you wish to donate your flowers to the church for their use on Sunday morning.
SYMBOL 113 \f "Wingdings" \s 12 \h

Review the section Rehearsal in this manual.


Wedding Information Form

Groom's Full Name: ________________________________________________
Age: ________________
Address:
________________________________________________               Phone: 
(w) ________________





(h) ________________

Parents' Names: 
______________________________________________________________________________

Address: 
 __________________________________________________________________________________
Bride's Full Name: ________________________________________________
Age: ________________
Address:
________________________________________________               Phone: 
(w) ________________





(h) ________________

Parents' Names: 
______________________________________________________________________________

Address: 
 __________________________________________________________________________________
Rehearsal Date/Time: _________________________________
Rehearsal Dinner Time: ________________________________  
Location: __________________________
Wedding Date/Time: _________________________________  
Location: __________________________
Reception Time:
______________________________________  
Location: __________________________
Officiating Pastor(s): 
___________________________________________________________________________
Caterer:
  _____________________________________________________________________________________


Address: 
 __________________________________________________________________________________
Schedule of Counseling:


Date: ________________     Subject: __________________________     Pastor: __________________________
Has either of you been married before? If yes, please provide a brief description of the circumstances that led to your single status on a separate sheet and attach to this form. Return this form to the Wedding Director.

Liability Release Form

This is to certify that I have read the Wedding Policies and Procedures Manual.

In return for the use of the church facility, I agree to be responsible to the church by paying for any damage incurred by my guests, and the businesses or individuals I contract to use for my wedding occasion.

I also agree to comply with all rules, regulations and restrictions of Open Door Church that are contained in this manual.

I understand that Open Door Church reserves the right to make the final decisions in regard to any details and areas not covered by the policy statements as outlined in the Wedding Policies and Procedures Manual.

Bride's Name ______________________________________________

Address

________________________________________________
Phone _________________





______________________________________________
Signature

______________________________________________
Date___________________

Events

 
______________________________________________




______________________________________________
Dates of Events ______________________________________________
Times of Events___________

Dates of Events ______________________________________________
Times of Events___________

Facilities Check List 
(for Family/Friends after the Service)

· Foyer and Coffee Bar area floor cleared within-one-hour from the end of the ceremony.

· Decorations removed from the auditorium chairs and floor immediately after the service and all things stored or removed prior to 8:00pm.

· Let each candle cool a few minutes before moving them.

· Return foyer and coffee bar to former status by 8:00pm.

· Store or remove rented items by 8:00pm.

· Remove Velcro tape used for the wedding party from the carpet.
· Remove all personal items from the Bride’s and Groom’s areas.

· Have all volunteers out of the building by 8:00pm on Saturdays.

· Make sure all the chairs, podiums, room dividers, tables, etc. are returned to their original room or location.

· Remove all plants and flowers not being donated to the church.


KITCHEN USAGE POLICY


I.
PURPOSE
The food services function is a support service to the ministries of Open Door Church. It serves to provide support for the ministries of the Church, to encourage fellowship, and to foster involvement of the congregation in activities which promote edification and evangelism.

I I.
SCOPE
Applicable to all areas in which preparation or serving of food and/or beverages takes place, or where food service equipment is stored in the facility.


I I I.
RESPONSIBILITY
The responsibility for adherence to this policy rests with the Fellowship Ministry Team.

I V.
POLICY AND PROCEDURE

A. General Policy:

1. Anyone desiring to use the kitchen facilities must submit a Request for Use of Church Facilities and/or Activity Schedule (attached) to the Church office.  Approval or disapproval will be made after staff review.  The contact person (the individual making the initial request for the use of the kitchen areas) will be notified whether the request is approved or denied.

The person in charge from the requesting entity and/or the contact person will be responsible for the preparation, operation, and cleanup of all areas used.

The contact person and/or the person in charge will also be responsible for calling the Fellowship Ministry Team to determine how to proceed with the request.

2. Meals or receptions may be served in the Auditorium or surrounding rooms.  

3. No alcoholic beverages will be permitted at any function.

4. Children accompanied and closely supervised by an adult are allowed in the kitchen during times of operation for ministry-oriented projects.

B. Portable Equipment and Supplies:

1. Members of Open Door Church may use the silverware, dishes, punch bowl, etc., for weddings and anniversaries if approved by the Fellowship Ministry Team. A replacement fee will be charged for lost or damaged items.

2. All caterers must have prior approval from the Fellowship Ministry team to use any equipment owned by Open Door Church. The Fellowship ministry team, a person so designated by the Fellowship Ministry team or the person in charge must be present during a catered function.

Caterers must provide their own supplies (punch bowl, pans, paper products, linens, etc.). Caterers may use silverware and dishes with prior approval from Fellowship Ministry Team.

Caterers must sign a Liability Release form (attached) one week prior to the function being catered.

Equipment or dishes not belonging to Open Door Church, left in the kitchen from a catered event, must be clean, not just rinsed off.  The person in charge of the event must schedule the pickup time for these articles and be present when they are picked up.

3. All equipment, kitchen area, and food service areas should be left in a clean and orderly fashion after each use. All towels and linens are available to church members only. All towels and linens used during an event must be clean and returned to their proper place within three working days.

4. All unused supplies, pans, dishes, tablecloths, etc., requested by the person in charge must be returned to their proper place. A replacement fee will be charged for any lost or damaged items.

5. The contact person and/or the person in charge for the function is responsible for ensuring that chairs and tables are set up and/or returned to their proper place.

C. Food Storage and Trash Disposal:

1. All food items for specific groups must be marked clearly as to function, usage and stored in a place approved by the Fellowship Ministry Team.

2. Leftover food cannot be left in the kitchen areas, including the refrigerator/freezer, unless clearly marked for a specific use.

Each person in charge is responsible for disposing of all trash in the dumpster outside the building.


FOOD SERVICES GUIDELINES

KITCHEN USE CHECKLIST

1.
Leave all work spaces clean and dry.

2.
Sweep and mop floor around all work areas used.

3.
Mop floor around dishwasher area.

4.
Make sure all appliances used are OFF.

5.
Empty all trash and garbage into the dumpster outside the building.

6.
Do not leave any food in kitchen or refrigerator.

7.
Bring and use your own towels and dish cloths.

8.
Dishes left on premises to be picked up later must be clean.

9.
Person scheduling event is responsible for pickup of any items left after event and must be present at the time of pickup.

10.
NO SMOKING IN THE CHURCH, PLEASE.


CATERER'S LIABILITY RELEASE FORM

This is to certify that I have read the Food Services Guidelines for Planning Your Scheduled Event at Open Door Church, Raleigh, North Carolina.

In return for the use of the Church facility, I agree to be responsible to the Church by paying for any damage incurred. I also agree to comply with all rules, regulations, and restrictions of Open Door Church which are contained in the Food Services Guidelines (attached).

Company Name
______________________________________________

Address
______________________________________________________

City/Zip____________________________ 
Phone____________________

Caterer's Signature 
____________________________________________

Date_______________________

Event___________________________________________________________________

Date of Event____________________________________________________________

Time of Event____________________________________________________________

Building Usage Request Form

Day/Date of Event:  _____________________________
Time of Event:     (Start time) __________________  
(Ending time) __________________
Type of Event:  
____________________________________________________________________________
Organization:  ________________________________
Person in Charge _________________________
Email Address:  ________________________________
Phone # _________________________
Location(s) requested: 
_____________________________________________________________________
Number attending:      #Adults __________________  
#Children __________________  
· Do you need any of the following?  “√” all that apply
  Tables (#________)  

  Chairs (#________)  

  Sound System – Trained personnel required and fees may apply

  Video Equipment – Trained personnel required and fees may apply

  No
  Yes
       Childcare Needed (check one)



Ages of Children __________ # Workers __________  


Childcare workers names must be emailed to preschool@opendoorlife.com
  Kitchen

  Playground

  Grand Piano (please do not move piano without prior approval from church staff)
       Other 
· It is your responsibility to set up and cleanup for this event
· Keys and checklist may be picked up prior to your event during office hours (Mon-Thu, 9am-5pm)

· Return the key to the office immediately after your event
· Use only the rooms that you reserved

· Permission must be granted to move the grand piano from its current location on the stage

· No alcoholic beverages, smoking, or profanity on the premises

· Please use the restrooms nearest your reserved room(s)

· The building is to be closed by 9:00pm Sunday-Friday, and 8:00pm on Saturday

(Other times will be considered on a case-by-case basis.)



Send the completed form to office@opendoorlife.com, or mail to 9801 Durant Rd, Raleigh, NC 27614 
(A Building Usage Request Form must be submitted for each event before a space can be reserved.)

By signing this request you acknowledge that you have read and understand the procedures.

Signature: _______________________________________
Today’s Date:  _____________________


FOR OFFICE USE ONLY:

Approved: _________________________________________ 
On Calendar: _______________________________

Wedding Director's Form

(Please have completed before the first meeting with Director)

Bride and Groom: 


Pastor(s)  


Date and Time of Rehearsal  


Date and Time of Ceremony  

Candle lighters  



Special Guests and Family Members to be included in the wedding service:

a. Bride's side:

_____________________________              _____________________________

_____________________________              _____________________________

_____________________________              _____________________________

_____________________________              _____________________________

_____________________________              _____________________________

b. Groom's side:

_____________________________              _____________________________

_____________________________              _____________________________

_____________________________              _____________________________

_____________________________              _____________________________

_____________________________              _____________________________

Groom's Grandparents and Escorts:

          _____________________________              _____________________________

          _____________________________              _____________________________

          _____________________________              _____________________________

          _____________________________              _____________________________

Bride's Grandparents and Escorts:

          _____________________________              _____________________________

          _____________________________              _____________________________

          _____________________________              _____________________________

          _____________________________              _____________________________

Wedding Director’s Form
Page 2 of 3
Groom's Parents and Escorts:  (list escorts for both procession and recession if different)

___________________       ______________________          ____________________

___________________       ______________________          ____________________

___________________       ______________________          ____________________

___________________       ______________________          ____________________

Bride's Parents and Escorts: (list escorts for both procession and recession if different)

___________________       ______________________          ____________________

___________________       ______________________          ____________________

___________________       ______________________          ____________________

___________________       ______________________          ____________________

Groomsmen:

_______________________________           _________________________________

_______________________________           _________________________________

_______________________________           _________________________________

_______________________________           _________________________________

_______________________________           _________________________________

Best Man: _____________________________________________________________

Maid of Honor: _________________________________________________________

Bridesmaids:

_______________________________           _________________________________

_______________________________           _________________________________

_______________________________           _________________________________

_______________________________           _________________________________

_______________________________           _________________________________
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Flower Girl(s) _______________________    _________________________________

Ring Bearer    _______________________

Guest Registrar ________________________________________________________

Gift Attendant   ________________________________________________________

Bulletin Attendants

_____________________________________________________________________

_____________________________________________________________________

Florist _______________________________________________________________

Caterer ______________________________________________________________

Photographer _________________________________________________________

Videographer _________________________________________________________

Musicians:

a. Instrumental 

  ___________________________     _____________________________

           ___________________________     _____________________________

           ___________________________     _____________________________

b. Vocal 

  ___________________________     _____________________________

           ___________________________     _____________________________

           ___________________________     _____________________________

Reception Helpers:

_______________________________           _________________________________

_______________________________           _________________________________

_______________________________           _________________________________

_______________________________           _________________________________

Cake Cutters:

_______________________________           _________________________________
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