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WEDDING  GUIDE 



    

Congratulations on your engagement! 
 
We hope we will be able to serve you as a community of faith that 
assists couples before the wedding day and beyond in building both 
a loving and lasting relationship.   
 
Weddings at Highland Hills Baptist Church are joyous, meaningful, 
and worshipful occasions.  Marriage is a sacred institution ordained 
by God therefore, we believe marriage should not be entered into 
lightly or unadvisedly.  The wedding ceremony celebrates the gift of 
human love in the context of God’s gift of love.  All the words, 
music, and moments of the service are intended to reflect the divine 
dimension of a human act of commitment.  
 
The information contained within these pages will answer your 
questions regarding our 
wedding policies and fees.  
 
After you have read the 
material carefully, please 
follow the checklist on left.  
If at any point you have 
questions, comments or 
concerns you may contact 
the church office.  
 
Thank you for your 
cooperation. 
 
Sincerely, 
 
Highland Hills Baptist 
Church 

    

    

    

    

    

    



 
 

Steps in Planning Your Wedding at Highland Hills Baptist Church 
 
 

1. Visit A Worship Service at Highland Hills Baptist Church 
If you are not a member of HHBC, it may be helpful for you to visit a worship 
service to check out the worship center.  We do require that you attend at 
least one worship service prior to the date of your wedding.   
 

2. Return completed facility reservation form to reserve the facility on the 
church calendar.  
The church and the pastors are available only as prior scheduling permits.  
While it is a good plan to reserve your wedding date well in advance, the 
church will not reserve a wedding date further than one year in advance.  
Also, when reserving your date, make sure that you clear the date of your 
rehearsal as well.    
 

3. Make your wedding deposit  
A deposit of $100.00 is necessary to reserve your wedding date on the church 
calendar.  Deductions from the deposit will be made for usage of rooms 
outside of original agreement or damage to the facility.  
 

4. Meet with Wedding Coordinator and return attached wedding worksheets 
The church’s Wedding Coordinator is here to make sure that your wedding 
runs smoothly and with as little stress on the Bride and Groom as possible.   
Your Wedding Coordinator will be available for your calls and questions.  
They will act as the go-between for you and the Church.  They will be present 
at both your rehearsal and wedding ceremony to serve you.   
 

5. Attend Pre-Martial Counseling workshop 
Premarital counseling and the wedding ceremony itself is a ministry of the 
church.  Two pre-marital counseling are required by a HHBC pastor.  In 
addition you will need to attend one of our Sunday worship services. 
 

6. Meet with officiating Pastor to plan your wedding. 
Music used during the wedding needs to be approved by the church.  An 
outside minister may conduct the wedding service if approved by HHBC.  
Counseling, worship attendance and fee payment will still be required.   
 

7. All fees are due two weeks before day of wedding 
Your final wedding payments are due two weeks before the wedding day.   
 

8. Wedding Rehearsal – bring wedding license 
 
 

 

 

 



 
 
 
 

Wedding Fees & Honorariums 
 

A $100 deposit is required to reserve your date on the calendar.   
 
Two weeks prior to your wedding you will need to pay the following:  
 
Standard charges           Members Non-members 
 
Worship Center      $50.00        $200.00 
Custodial Fees      $00.00  $75.00 
Wedding Coordinator     $50.00  $50.00 
Pre-marital Counseling    $00.00        $100.00 
Minister’s Honorarium            $150.00        $150.00 
Tech Team (Sound and Projection)         $100.00        $100.00 
    
 
 
 

Changing Room/Child Care Room available for additional fee. 
 
 
 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 
 

Facility Guidelines and Policies 
 
1. The bride and groom are required to sign a 

Facilities Contract whereby the bride and 
groom agree to abide by all HHBC guidelines 
and policies as stated and return to the church 
office. If destruction of property occurs during 
the rehearsal, wedding, or reception, the bride 
and groom will be responsible for the cost of 
repair and will be billed by the church.   

 
2. The church office hours are Monday – 

Thursday 9-4, Friday 9-2.  On the day of the 
wedding rehearsal, the wedding coordinator 
will open the building up to one hour before 
the scheduled rehearsal time.  On the day of 
the wedding, the wedding coordinator will 
open the building up to three hours before the 
wedding time.  Exact times will be arranged 
with the Wedding Coordinator.  

 
3. All photographer and video operators should 

check in with the Wedding Coordinator prior 
to the wedding.  

 
4. Highland Hills Baptist Church will not be 

responsible for lost or stolen items.  
 
5. Bride and Groom are responsible for arranging 

to have the Worship Center put back the way 
they found it. 

 
Decorations 
1. We request that no tacks be used on Worship 

Center furniture. 
 

2. All live flower arrangements and candles must 
be placed on plastic and not directly on the 
wood furnishings or carpet. 

 

3. If flower petals will be dropped down the aisle, 
then an aisle runner will need to be used to 
protect the carpet. 

 
Prohibitions 
Smoking and alcoholic beverages are NOT 
permitted within our church facilities.  
 
 
 
 
 
 

 
 

Facts about HHBC Facility 
 

 
Worship Center 
Seating capacity is approximately 350  
 
Parking Lot 
The front lot contains about 125 parking 
spaces including 5 handicap parking 
spaces. 
 
 
The Church Does Not Provide  
• Accompanist/Vocalist 
• Reception Hall 
• Bulletins/Printing of Bulletins 
• Guest Book 
• Aisle Runner 
• VCR Camera/equipment/personnel for 

recording a service 
• Unity Candle 
• Decorations 
• Childcare 

 
 

 
 



 

 

Wedding Application & Facility 

Reservation Form for Weddings 

 
 

Date of Wedding _________________________  Time __________ 
 
Date of Rehearsal_________________________  Time ___________ 
 
Bride: 

 

Last Name __________________________ First _________________ Middle _____________ 
 
Address ________________________ City/State/Zip _______________________________ 
 
Phone Number ____________________  Email __________________________ 
 
Mother’s Name ____________________________________________________ 
 
Fathers Name ____________________________________________________ 
 
Church Affiliation __________________________________________________ 
 
Groom: 

 

Last Name __________________________ First _________________ Middle _____________ 
 
Address ________________________ City/State/Zip _______________________________ 
 
 
Phone Number ____________________  Email __________________________ 
 
Mother’s Name ____________________________________________________ 
 
Fathers Name ____________________________________________________ 
 
Church Affiliation __________________________________________________ 
 
 
Facilities Needed 
 
___ Worship Center   ____ Changing Room   ____ Additional Rooms      ____ Child Care  
 
 
Wedding Contract 
 
We, the bride and groom, agree to abide by all guidelines and policies as stated in the Highland Hills 
Baptist Church Wedding Handbook.  If destruction of property occurs during the rehearsal, wedding, or 
reception, we agree to remunerate the church for such damages.  
 
 
___________________________________   ________________________________ 
 
Groom/Date        Bride/Date 

 



 

 

Wedding Planning Worksheet  

(Return to Wedding Coordinator) 
 
 Bride: ________________________ Groom: ___________________________ 
 

1. Estimated Attendance ________________ 
 
2. What is your plan for music?  _____ Live Music        _____  CD 
 

Before  _ Yes _No        During _Yes _ No                After _Yes __ No 
 
 

3. Brides Attendants: List your bridesmaids on back in order 
 
Flower Girl? ______________________Age ___________ 
 

4. Grooms Attendants:List your groomsmen on back in order 
 
Best Man __________________________________________ 
 
Ushers ____________________________________________ 
 
Ring Bearer? ________________________Age ____________ 
 

5. Who will Give the Bride Away? _________________________ 
 
6. Bride or Groom seating or mixed sides? __________________ 
 
7. Who will seat the parents?  Brides    ______________________   
              Groom’s ______________________ 
8. Will grandparents be seated separately? 

__________________________________________________ 
 
9. Aisle Runner   ____ Yes   ___ No    
 Who will unroll it? ____________________________________ 
 
10. Unity Candle   __ Yes               __ No   
 Who will light them? ___________________________ 

 
11.Photographer?     __ Yes              __ No   
 Who? ______________________________________ 
 
12.Video Camera?    __ Yes             __ No   
 Operator? __________________________________ 
 
 



 
13. Name of Florist ___________________________________________ 

 Are you renting items (arch, candles) from florist?   
    __ Yes                     __ No 
 

14. Will dressing rooms be needed for the bridal party and groomsmen?   
 __ Yes             __ No  

 
15. Wedding Bulletins   __ Yes              __ No 
 

 Who will prepare them? 
 
 

   16.  Do you have a pastor to perform the ceremony?   
 
  Name: 
 
  Address: 

  City/St/Zip: 

  Phone: 
 
17. Your residence after marriage 
 

  Address: 

  City/St/Zip: 

  Phone: 

 
Any other special requests? 
 
 
 
 
 
 
 
 
 
 
 

Please return this worksheet to the church Wedding Coordinator or office. 
 


