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Weddings at Beltway Park Baptist Church 
 
We are pleased you are considering Beltway Park Baptist Church for your wedding ceremony. The 
policies and procedures contained herein are designed to preserve the spirit of the marriage 
ceremony as an act of worship. Please contact the Beltway Wedding Manager if you have any 
questions: Marilyn Smith - 325-692-6540 ext. 121 or marilynsmith@beltway.org 
 
Getting Started: 
 
Because we believe the act of marriage is a biblical covenant relationship entered into by a man 
and a woman for a lifetime, Beltway Park requests that all couples complete  
pre-marital counseling before marriage. Premarital counseling is available through the staff at 
Beltway Park or we will be happy to provide you with a list of other counseling resources. If 
premarital counseling is to be obtained outside these sources, please submit a copy of the 
curriculum to the elders for approval. A letter of recommendation for marriage is requested from 
the counselor 30 days prior to the wedding date.  
 
In obedience to 2Corinthians 6:14, “Do not be yoked together with unbelievers”, Beltway Park 
strongly believes in the union of believers. Additionally, couples who are cohabitating or are 
sexually active are expected to be obedient to the instruction of Hebrews 13:4, “Marriage should 
be honored by all, and the marriage bed kept pure, for God will judge the adulterer and all the 
sexually immoral”.  
 
The marriage ceremony shall be conducted by a credentialed minister recognized by the leadership 
of Beltway Park Baptist Church.  Prior approval is required for those who are not on staff at 
Beltway Park Baptist Church.  
 
Making Arrangements: 
 
�  Check the availability of your prospective date on the church calendar with the Wedding 

Manager: Marilyn Smith: 325-692-6540 ext. 121 or marilynsmith@beltway.org 
�  Review the Beltway Wedding Planning and Policies Information Booklet 
�  Complete the Wedding Information Sheet and Audio Worksheet forms. Please call the 

Wedding Manager with any questions that you have. 
�  Make an appointment with the Wedding Manager to go over your wedding plans.  
�  Fees will be determined after reviewing completed Wedding Worksheet. (Beltway members & 

extended family members are extended reduced fees) 
�  Bring the signed & completed forms and a $100 deposit to the meeting with the Wedding 

Manager. She will go over the forms with you, answer any questions you have and complete a 
wedding fees worksheet with you. 

�  The various Beltway Park Ministry Departments will process the wedding request forms and 
upon final approval, the Beltway Wedding Site Manger will contact you to confirm the date 
and place the facility reservation on the calendar. Please do not order invitations or make 
other binding arrangements until the date is confirmed. 

�  The request will not be processed until all paperwork is completed, signed and deposit 
received. This usually takes 10 days to 2 weeks.  

�  Wedding fees & Premarital Counseling Confirmation is due 30 days prior to the wedding 
date. 
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The Wedding Manager: 
The Beltway Manager will be the contact person between the church and the bride, groom and 
their designees. In addition to getting your wedding on the calendar, she will communicate your 
needs and requests to the appropriate church staff, provide you access to the facilities, and be 
available during the rehearsal and the ceremony regarding facility questions.  
The Manager is not a wedding planner, however is happy to work with your planner to answer 
questions concerning the building and services available at Beltway Park.     
 
Times & Dates: 
Saturday evening weddings are not available except by special request.  
Sunday and holiday weddings are not available except by special request. 
 
Facilities Available: 
Chapel – seats up to 200 
Worship Center – seats 2300  
Fellowship Hall – seats 150 
Worship Center Foyers – variable 
 
Cancellations: 
If necessary to cancel or postpone the wedding, please call the Wedding Manager as soon as 
possible. A full refund will be given for cancellations more than 30 days from the wedding date. 
No refund will be given 30 days or less from the wedding date. 
 
Music: 
Music is an important part of the wedding ceremony and its purpose is to glorify God. 
Accordingly, all music and texts should preserve the worship and dignity of this sacred service. 
 
Audio/Visual Requirements: 
The Audio/Visual Engineer will supervise use of all sound and lighting equipment. Please indicate 
on the Audio worksheet what you will need. The engineer will supervise the clearing of the stage 
and related instruments, wiring, furniture, plants etc., as determined by your requests. He will be 
available during rehearsal and the ceremony as needed. A meeting with the engineer before the 
wedding is strongly advised at least 30 days prior to the wedding.  
 
Order of Service: 
Please provide the Wedding Manager and AV Engineer a copy of the ‘Order of Service’  2 weeks  
prior to the ceremony. 
 
Wedding Planner, Florist, Photographer, Videographer, etc.: 
Please communicate the Beltway policies with anyone who will be helping with your wedding. It 
is helpful if you will let the Wedding Manager know who will be helping you in these areas. She 
will be happy to provide them with information about the church facilities upon request. 
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Building Guidelines 

 
 

·  All candles must have protection underneath them, covering the floor at all times, including 
photography sessions before and after the wedding.  

·  All candelabras must be equipped with drip-less candles.  
·  Throwing rice & confetti, is not permitted.  Birdseed may be distributed and thrown in the 

parking lot only.  Please do not throw birdseed near a door or inside any of the buildings.  
Please have an adult oversee this activity even though a child may be handing out the bags 
of birdseed. 

·  Posters, banners or seasonal decorations may not be removed for weddings or receptions 
without prior approval of the Wedding Manager.  

·  Furniture, plants, and other décor may not be rearranged without prior consent of the 
Wedding Manager. 

·  Stage equipment may not be moved without prior consent of Audio/Visual Engineer. 
·  The Foyer areas are not to be rearranged, enlarged, or altered in any way without prior 

approval of the Wedding Manager. 
·  The dressing areas are provided without charge for your convenience and that of your 

attendants.  Please ask your wedding party to leave rooms in good order when they leave. 
·  If the kitchen is used, all church dishes & serving ware should be cleaned and put away and 

the area left in the condition it was found.  
·  All decorations should be removed by friends & family of the bride and groom immediately 

following the ceremony. Decorations borrowed from Beltway Park should be returned to 
storage area prearranged by the Wedding Manager beforehand.  

·  No smoking or tobacco chewing is allowed at any time in any of the buildings.   
·  No alcoholic beverages may be served on the premises.   
·  Please do not serve red, pink, or grape drinks. Grape juice is permissible for communion 

during the wedding ceremony. 
·  For the security of your personal belongings, please do not leave anything of value 

unattended. Beltway Park cannot be responsible for any lost, stolen, or damaged items, 
including those locked in vehicles in the parking lot. 
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Wedding Information Sheet 
 
 
 
 
 

·  General Information :  
�
Date of Wedding: _________________________ Time of Ceremony: ______________ 

Date of Rehearsal_________________________ Time of Rehearsal:_______________ 

Rehearsal Dinner at Beltway Park:   Yes________No_______ 

Reception at  Beltway Park following wedding:   Yes_______ No_______ 

 

Bride’s Name: ___________________________________________________________ 

Address: _________________________________________________________________ 

Phone Numbers : Home:_______________Work:____________Cell: _________________  

E-mail Address: ___________________________________________________________ 

 
Groom’s Name: __________________________________________________________  

Address: __________________________________________________________________ 

Phone Numbers : Home:_______________Work:_______________Cell:_______________  

E-mail Address: ____________________________________________________________ 

 
Is the bride, groom, parent or grandparent of the bride or groom a member of Beltway Park  
Baptist Church? Yes? _______No? _______ Member’s Name: _______________________ 
 

·  Pre-Marital Counseling 

 Completed:  Yes____ No____   Date: __________ Curriculum: ______________________ 

By Whom: __________________________________ Contact Number: _________________ 

Letter of Recommendation Received? Yes? ______  No? _______ Date: _________________ 

Counseling Approved By: _________________________________ Date: _______________ 

Premarital counseling information must be submitted in order to process the application. The letter of 

recommendation must be received 30 days prior to the wedding date.  

·  Officiating Pastor  

 Name: _________________________________ Phone Number: ________________________ 

 Email Address: ________________________________________________________________ 

 Alternate Phone Numbers: _______________________________________________________ 

 
·  Wedding Coordinator/Planner: (if any)  

Name: _________________________________ Phone Number: ________________________ 

Email Address: ________________________________________________________________ 
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·  Additional Wedding Information:  

·  Date of Wedding: __________________________________________________________ 

 Time of Wedding: _______________________________________________________ 

 Location of Wedding: ____________________________________________________ 

 Is Reception to be held here? Yes? ________ No? _________ Location: ____________ 

 Time of Reception: _______________________________________________________ 

 
·  Date of Rehearsal: __________________________________________________________ 

      Time of Rehearsal: ________________________________________________________  

 Is Rehearsal Dinner to be held here? Yes? _____ No? ______ Location:______________ 

 Time of Rehearsal Dinner: __________________________________________________ 

·  Decorating / Preparation Schedule  : (for access to facility)   

 Rehearsal Day: Date:____________Time_____________(usually 1pm on rehearsal day) 

 Wedding Day : Date:____________Time_____________(usually 9am on wedding day)  

·  Contact Information  

Name of person whom the Wedding Manager should communicate with concerning decisions  

for this wedding: _____________________________ Phone Number: _____________________ 

Email Address:__________________________________________________________________ 

 Couple's address following the Wedding: 

 __________________________________________________________________________________ 

 Phone Number where couple can be reached after the Wedding: 

 __________________________________________________________________________________ 

 Email Address: 

 __________________________________________________________________________________ 

 

 

 

 

 

 

 

 

 



 7 

 

Wedding Agreements 
 

Contract Agreement: 
 
�  The various Beltway Park Ministry Departments will process the wedding request forms and 

upon final approval, the Beltway Wedding Manager will contact you to confirm the date and 
place the facility reservation on the calendar. Please do not order invitations or make other 
binding arrangements until the date is confirmed. 

�  Wedding fees are due in full 30 days prior to the wedding date. 
�  Premarital Counseling Letter of Recommendation is due 30 days prior to the wedding date. 
�  The request cannot be processed until all paperwork is completed, signed and deposit 

received. 
 
 
 

I agree to abide by the policies and fees described in the “Wedding Information Booklet”, and verify 
that all of the above information, regarding this wedding, is correct. 
 
Signed (Bride) ___________________________________________ Date: __________________ 
 
Signed (Groom) __________________________________________Date: __________________ 

 
 
 
 

Audio / Visual Agreement: 
   
       Date of Meeting with Wedding A/V Engineer: __________________ Time: _______________ 
 
       Name of Beltway Park A/V Engineer: ______________________________________________ 
 
       Phone Number Engineer can be reached at: __________________________________________ 
 
       Email Address: _________________________________________________________________ 
  

 
 

Fees & Paperwork : 
 

Total Fees Owed: $_____________________         Date $100 Deposit Paid:_________________ 

Balance to be paid prior to Wedding Ceremony: $______________________________________ 

Balance Due Date: __________________ Date Received Full Payment: ____________________ 

Premarital Recommendation Rec’d __________________(30 Days prior to wedding date) 
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Wedding Facility Worksheet 

 
 
WEDDING CEREMONY:           
Time:__________ 
Location:                         ____Chapel   ____Worship Center               
Dressing Area:             ____Building A              ____Building C                                              
Other:              ____Foyer - North ____Foyer - North  
                            
 
WEDDING RECEPTION:           
Time:__________ 
Location :    ____Fellowship Hall  ____North Foyer ____South Foyer             
Other areas needed:   ____Kitchen  ____Nursery   
Other (details):   ________________________________________________  
 
WEDDING REHEARSAL DINNER:           
Time:__________ 
Location :    ____Fellowship Hall  ____North Foyer ____South Foyer             
Other areas needed:   ____Kitchen  ____Nursery   
Other (details):   ________________________________________________                
               
 
OTHER WEDDING REQUIREMENTS :            
 
__X__Beltway Site Manager (Mandatory)                                             
__X__Audio / Visual Service (Mandatory)                                            
 

 
        
ADDITIONAL SERVICES AVAILABLE FOR ADDITIONAL COST :  
 
AUDIO / VISUAL:   Photography, Music, Slide-show, etc.       
 Description _____________________________________________________    
 _______________________________________________________________    
  
TABLES, CHAIRS:  Additional chairs, tables etc. 
 Description:_____________________________________________________ 
__________________________________________________________________    
 
EXTRA SET-UP:  Special requests 
 Description:_____________________________________________________ 
__________________________________________________________________    
     
OTHER:  
 Description:_____________________________________________________ 
__________________________________________________________________    
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Audio Requirements Worksheet����
 
·  Contact Information:  
 
Bride: _________________ Phone (Hm): __________(Wk):_________(Cell):___________ 
 

Groom: _______________ Phone (Hm): __________(Wk):_________(Cell):___________ 
 

Other: ________________ Phone (Hm): __________(Wk):_________(Cell):___________ 
 
·  Location of Ceremony: 
 
Chapel ________ Worship Center ________ 
 
(Audio Engineer attendance of the Wedding Rehearsal is mandatory. 
 
·  Dates/Start Times: 
 
Rehearsal: Date: __________ Time: __________ 
 

Wedding: Date: __________ Time: __________ 
 

Reception: Date: __________ Time: __________ 
 
·  Vocals: 
 
Number of Pastors: ______Number of Soloists: ______ Hand-held mics required? _____ 
          Boom? _____ 
Number of Songs:  Solo _____ Duet_____ Trio _____ Quartet _____ 
 
·  Instruments: 
 
Acoustic Piano_____ Electric Keyboard_____ Acoustic Guitar_____ Electric Guitar_____ 
Electric Bass______ 
 

Does Acoustic Guitar require microphone set-up? Yes ______ No _______  
 
·  Lighting:  
 
Standard Wedding Lighting __________ Special Lighting Required___________ 
 
·  Stage Set-up requests; 
_______________________________________________________________________________ 
_______________________________________________________________________________ 
·  Other information for AV team: (video presentations, recorded music, etc)  
_______________________________________________________________________________
_______________________________________________________________________________ 


