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What We Believe
•  The marriage ceremony is a sacred service of worship.  
•  A wedding should be primarily a holy event, not a social event.
•  The contents of this book are guidelines (rules) not suggestions for weddings at our Church.
•  These guidelines are provided to assist your planning your wedding. It is the church's desire to 
       help you in every possible way.
•  These guidelines were approved by the PSUMC ministers, PSUMC pastor secretary, PSUMC staff  
       organist, PSUMC business administrator, and the PSUMC wedding guild. 
   To make the celebration of your marriage the beautiful, holy, memorable experience you expect, the 
      wedding preparation and ceremony must be as free as possible from misunderstanding and stress.  
      These guidelines were designed with that purpose in mind and have been approved by those who will
      be involved in making this happen.  Your careful consideration of each detail will ensure a smooth and 
      beautiful ceremony.
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Ministerial Arrangements
•  A pastor of PSUMC will be the officiate at any wedding at PSUMC.  A visiting minister may assist the 

PSUMC pastor.  The PSUMC pastor will determine the order of worship and specific role of any other 
pastor or participant in leadership of a wedding.

•  A conference shall be scheduled with the officiating minister as far in advance as practical to set 
up required pre-marital counseling, preferably at least two months before the ceremony.  Both the 
wedding ceremony and relationship are entered into with prayerful, open hearts to God’s leadership.

•  If counseling is performed by any pastor or counselor outside PSUMC staff, the officiating pastor of 
PSUMC will need a letter from the person performing pre-marital counseling. 

Church Facilities
Sanctuary  Our largest facility will accommodate large and small weddings.  There are two aisles, 

dividing the curved raised Chancel area.   A concert grand piano and an organ are available.  Please 
refer to guidelines regarding music in our Sanctuary.  The lighting and sound are controlled by our 
sound technician.

Chapel  With a seating capacity of 80 this facility has an organ and a center aisle.  Please refer to 
guidelines regarding music in our Chapel.  The Chancel area in the Chapel is slightly raised and will 
accommodate a small wedding party.

Parlor  This room can be used for a reception accommodating up to 60 people.  There is an adjoining 
kitchenette.  This room is also available prior to the wedding ceremony should the bride or groom 
desire to provide snacks for the bridal party.  Arrangements for this purpose must be made at the same 
time other arrangements are being made through the Pastor Secretary.

Great Hall  This room can be used for reception accommodating groups up to 500 people.  There is a 
large kitchen that adjoins this hall.

Wesley Hall  This room can be used for a reception accommodating groups of up to 90 people.  A 
kitchen adjoins this hall.  

Brides Room  This room includes a closet, dressing table and large mirror is available.  An adjacent 
Sunday school room for attendants can be scheduled for larger groups.  The bride or someone from the 
bridal party is responsible for removing valuables from the room(s) during the wedding ceremony/
reception and all other personal items immediately after the wedding ceremony/reception.  The 
church is not responsible for personal items.

Grooms Room  This room is available for use by the men and  an adjacent Sunday school room 
for attendants can be scheduled for larger groups.  The groom or someone from the groom’s party 
is responsible for removing valuables from the room(s) during the wedding ceremony/reception 
and all other personal items immediately after the wedding ceremony/reception.  The church is not 
responsible for personal items.
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Scheduling Arrangements
•  Arrangements may be made up to one year in advance for members and ten months for non-members 

of the church.  Weddings are to be scheduled on a first come, first serve basis; therefore, the earlier 
arrangements are made, the better the church can serve your needs. Payment of security deposit will 
reserve the space for the wedding. Fee schedule for members and non-member refer to page 9 and 10. 

•  No dates should be announced until a conference is held with the pastors secretary. This conference 
will eliminate any possibility of misunderstanding or error by any of the persons involved. Wedding 
invitations should be ordered after the date is confirmed and on the church calendar.

•  Tentative dates may be cleared by telephone; however, it will be necessary for the bride and/or the 
mother of the bride or groom to have a personal conference with the PSUMC pastors' secretary. 

•  Weddings can not be scheduled on major holidays: New Year’s Eve, New Year’s Day, Easter, 
Thanksgiving, Christmas Eve, or Christmas Day.  Other dates may not be available due to church 
activities.

•  A wedding agreement form is to be completed by the bride and/or the mother of the bride or groom 
and left with pastor's secretary or business administrator before a date can be confirmed.

•  The secretary or business administrator shall confirm the wedding date on the church calendar and 
notify all interested parties.

•  Photocopies of the Wedding Agreement Form shall be given to the minister, organist, pastor's 
secretary, business administrator, and the wedding guild.

•  A meeting with the bride, the bride's mother, (the groom and his mother are also welcome), the 
Pastor's Secretary or Business Administrator, must be held at least 2 months before the wedding to 
make all arrangements that have been scheduled and that everyone understands these guidelines.  

•  Should you choose to have Holy Communion during your wedding ceremony, please keep in mind that 
the United Methodist Church Book of Worship states that this is allowed only if the entire congregation 
is also invited to receive.

•  Payments of all charges shall be made to the church office thirty  (30) days prior to the wedding.  
•  Time for decorating will be scheduled with the Pastor's Secretary or Business Administrator.
•  All weddings must be scheduled to begin no later than 7:00 p.m.  Decorations are to be removed 

promptly following the ceremony. Rehearsal can be scheduled before 5:00 p.m.
•  The church will be open four (4) hours before the start of the wedding. Please notify your florist and 

caterer of this time requirement.  If the church is to be open before this time, an additional charge of 
$100.00 per hour will be added to your wedding fees.  The wedding party has the use of the church up 
to two (2) hours after the start of the wedding.  If there is a reception held at the church, the wedding 
party has the use of the church up to four (4) hours after start of the wedding.  Any additional hours 
will be at a charge if $100.00 per hour.  Please note that your ceremony and reception must conclude 
by 10:00 p.m.

•  The marriage licenses must be presented to the minister prior to the rehearsal.
•  At least one member (or more) of the PSUMC wedding guild will be present at the rehearsal and at 

the ceremony to assist the officiating minister and the bridal party.  They will be present at least one 
hour before the ceremony to assist the bridal party.  Please see page 11 for details of Wedding Guild 
members' responsibilities.

•  No animals are allowed in or on church property with the exception of animals assisting the visually 
impaired or other wise.
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Music

•  The Service of Marriage is a Christian worship service. Music accompanying the ceremony should 
direct attention to God, who sanctifies marriage, and special care should be taken to assure that it is 
suitable and reverent.  Only music that gives glory to God is, allowed in PSUMC weddings.  This includes 
a great variety of music–from traditional sacred to most “Contemporary Christian.”  Please note that 
most popular secular music does not meet this requirement.  All music must be approved by the staff 
Organist at least one month before the wedding.

•  The church offers the use of the staff Organist who is a highly skilled professional musician familiar 
with the instruments of Polk Street United Methodist Church. If the bride wishes to use another 
organist or musician, the invitation should be extended only upon approval by the staff Organist. That 
organist MUST contact the PSUMC staff Organist for proper arrangements regarding the organ.

•  Any music selected must be approved by the staff Organist.  The staff Organist can suggest 
processional, recessional, and marriage service music.

•  Sanctuary: Taped music, accompaniment track tapes, CDs, or any types of recorded music is NOT 
allowed in the Service of Marriage at Polk Street United Methodist Church.  Music must be “live” music.

• Chapel: Pre-recorded music may be used in the chapel.

•  Guest soloists are welcome.  The staff Organist will rehearse once with the soloist(s). The soloist(s) is 
responsible for contacting the staff Organist to arrange this rehearsal time in advance of the wedding 
ceremony. The staff Organist can provide suggestions for quality singers or instrumentalists for your 
wedding. You must submit vocal songs or music pieces for approval by either (1) submitting a copy of 
the printed song(s), or (2) submitting an audio cassette recording of the song(s) to the staff Organist 
(the audio recording may only be used to determine if the music is appropriate–it cannot be used 
during the actual marriage ceremony).  The staff Organist will return the music or tape to you following 
the wedding.

•  The staff Organist normally plays a variety of sacred and classical music twenty minutes before the 
wedding ceremony.  Special requests can be added to that list.

•  The staff Organist’s fees include all services mentioned in this Music Section.  If you desire the staff 
Organist to provide music for your reception, he can do so; there will be an additional fee that is 
negotiable according to your needs.

•  The use of an organ located in the Chapel or the piano located in the Wesley Hall or the use of other  
instruments in our church must be coordinated through the staff Organist, Pastors Secretary, or 
Business Administrator.
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Photography

It is the responsibility of the bride and groom to explain church policies to the 
photographers, video camera person, family members, and guests with cameras. Pictures 
may be taken in the Sanctuary or Chapel as indicated below:

•  The photographer or videographer may take pictures before or after the ceremony in 
any part of the building. 

•  Pictures taken in the Sanctuary/Chapel before the ceremony must conclude 30 minutes 
before the wedding is scheduled to begin. 

•  Pictures taken after the ceremony must be taken promptly, so as not to delay the 
beginning of the reception or the restoration of order for regular worship services. For 
this reason, the entire wedding party, parents, grandparents, and ushers should remain 
after the recessional.

•  No flash photographs may be taken during the ceremony except the bride entering the 
Sanctuary/Chapel and the exit from the Sanctuary/Chapel

•  During the ceremony, video taping or photographs (without flash or extra lighting) may 
be taken from the back of sanctuary or center balcoy only, or from the west end of the 
Chapel.  Any question ask the pastor or wedding guild.

•  An additional stationary video camera (remote controlled only) may be used from the 
right balcony or in the Choir Loft during the ceremony.  This remote controlled camera 
should to be be placed against the north or south wall of the choir loft.

•  Ushers will be asked to remind guests to not take pictures during the ceremony. 

Before or after the ceremony, the photographer or video camera person will direct the 
wedding party for the pictures according to the bride’s wishes.  The bride should give the 
photographer a written list of wanted photographs.
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Decorations
• The Sanctuary and Chapel were designed to give significance to the spiritual meaning of all services 

being conducted. Therefore, we request and require that you refrain from the use of elaborate decora-
tions. We request a minimum of greenery be attached to floral or candelabra arrangements. They must 
be arranged so as not to be a fire hazard.

• Whenever candles are used, they (including Unity Candle) must be of the dripless, Paradise (metal 
containers) type and must be in candelabras or containers that catch all drippings. Candelabra may be 
placed in the Chancel area but are not to block the Chancel area or they may be placed in the Choir Loft 
directly behind the Chancel area.  No candles may be placed in the aisles or on the ends of the pews due 
to fire and safety regulations.

• No aisle cloth shall be used in the Sanctuary or the Chapel.

• You must use ribbon or pew clips to secure bows to pews. Flowers (without water--no wet packs) and 
bows may be used on the end of pews.  You may NOT use any type of tape, glue, nails, or staples on 
pews, furniture, or walls.

• All decorations, candelabra, clothing, etc., shall be removed from the church buildings immediately    
following the ceremony. If you are using the church’s candelabra, kneeler, and/or tapers, they must be 
left in the Sanctuary or Chapel following the wedding ceremony.

• Two seven-branched candelabra and a kneeler (prie-dieu) are available for your use. Contact the      
Pastors’ Secretary or Business Administrator if you desire to use these.  Tapers are available for lighting 
the candles.  A member of the Wedding Guild will assist in making sure the candles are lighted at the 
proper time before the ceremony.

• In the Sanctuary, the pulpit and the ministers’ chairs will be moved to the side of the Chancel area and 
replaced by our custodian staff.  The Altar Table will be moved to the area to the right of the Sanctu-
ary.  A smaller Communion Table will be placed in the Chancel area.  The paraments will be changed 
to white.  The Cross and the tapers must remain on the Communion Table. The Cross must remain the 
focus of the Chancel area.  No floral arrangement can be taller than the Cross; if the floral arrangement 
is larger than the Cross, the florist must raise the Cross to a higher position.  Please notify your florist 
of this specific requirement.

• Time for decorating will be scheduled with the Pastors’ Secretary or Business Administrator.

• If your ceremony is on a Friday or Saturday, and you desire to leave your floral arrangements for our 
Sunday services, please notify the Pastors’ Secretary 30 days before your wedding.  Michelle Walker; 
806-374-2891 ext. 103 or email michellewalker@psumc.com

• Birdseed, bubbles, rice, confetti, or silly string in any form are not to be used anywhere on church 
property.  A member of the bridal party should be asked to ensure that this request  is strictly enforced.

6



Dress
Appropriate attire is required at rehearsals and ceremonies.  Excessive dress, such as men’s hats or caps, 
are considered inappropriate attire.  Please do not dress in shorts, halter tops, or bare midriff tops either 
at the rehearsal or at the wedding.

Rehearsal

•  The PSUMC officiating minister is in charge and will conduct the rehearsal.    

•  At least one member of the PSUMC Wedding Guild will be present to assist the minister and the 
wedding party.  Bridal consultants are not necessary, but if one is desired, he/she must confer with the 
PSUMC minister and/or a member of the Wedding Guild before the rehearsal.

•  The rehearsal will begin on time. Please notify all family members and bridal party of the time 
the rehearsal will be held.  Promptness is essential.  All wedding party members (including 
family) must be in the Sanctuary 15 minutes prior to the wedding rehearsal.  Please keep in 
mind that rehearsals last at least one hour, so time your rehearsal dinner accordingly.

•  Both sets of parents should be present for the rehearsal.

•  The ushers should be present for the rehearsal.

•  The marriage license must be presented to the minister at the rehearsal.

•  Strict observance of the following policy is required:

•  No rehearsal will be conducted when any of the wedding party is under the influence of alcohol.

•  Absolutely no alcoholic beverages are permitted on church property. 

•  Any member of the wedding party who is under the influence of alcohol at the rehearsal or 
ceremony will be asked to leave the building.  

•  There will be no smoking anywhere in the church buildings.
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Reception
•  The church welcomes you to use the Parlor, Wesley Hall or Great Hall for your wedding reception. 
       Reservations and arrangements must be made at the time the wedding is scheduled.

•  The bride’s caterer, wedding consultant, or designated wedding party member is in charge of 
       preparation for the reception.  Someone from the wedding party should be present to meet the  
       caterer and the florist. Also, the caterer or wedding party members are to serve the cakes and drinks, 
       take dishes to the kitchen, keep the tables stocked, and clean the kitchen and dishes after the   
       reception.

•  The church staff and/or the Wedding Guild members are not responsible for any reception 
       preparation, reception duties, or reception/kitchen clean up of dishes or serving pieces.  

•  Only non-alcoholic beverages are permitted to be served in our church.

•  Reception Deposit Fees, are to be paid with the payment of other fees.  Please contact the Pastors’ 
       Secretary or Business Administrator.

•  Contact the Pastors’ Secretary for information regarding tables, chairs, or additional available 
       equipment needs.
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CHECK LIST 
Should you choose to have Holy Communion during your wedding ceremony, please keep in mind that 
the United Methodist Church Book of Worship states that this is allowed only if the entire congregation 
is also invited to the Table.

_____ Wedding agreement filed in church office with Pastors’ Secretary 
 or Business Administrator–(at least one month, but preferably three to six months before  
 wedding.) All charges MUST be paid to the Pastor’s Secretary 30 days prior to the rehearsal.

_____ Wedding rehearsal workorder in church office with Pastors’ Secretary or Business 
 Administrator–(at least one month, but preferably three to six months before  
 wedding.) All charges MUST be paid to the Pastor’s Secretary prior to the rehearsal.

_____   Set dates and premarital counseling arranged with the minister–two weeks after forms filed in 
 church office.

_____   Music: See page 4 for music arrangements.  You must meet with our organist or our organist 
 must approve your organist choice.  Music and soloist(s) must be approved by our organist.  
 Music arrangements must be completed at least two weeks before the ceremony.

_____   Decorations: See page 6 for details.
  ___ Candelabra                   ___ Prie-dieu (kneeler)
  ___ Candles                          ___ Unity Candle
  ___ Cross/Tapers MUST remain in Chancel area
  ___ Floral Arrangement(s) cannot be taller than the cross.

_____   Communion: See page 3

_____   Rehearsal: See page 7  

_____   All wedding party members and family members must be in attendance at the rehearsal.

_____   Marriage License: See page 7

_____   Inform your florist, photographer, and/or videographer of our guidelines.

_____   Complete the Wedding Party Form (if you have not already done so) and submit it to the Wedding 
 Guild member.  

9



A Service of Christian Marriage 
Order of Service

The Organ Prelude
 Begins 20 minutes prior to the start of the service)

The Seating of the grandparents 
 Groom’s Paternal Grandparents
 Bride’s Paternal Grandparents
 Groom’s Maternal Grandparents
 Bride’s Maternal Grandparents

The Seating of the Parents
 Groom’s Mother with father following usher and Mother.
 Bride’s Mother is to be seated at the time the wedding is to begin.

Special Music (Optional)

The Processional

The Greeting

Declaration by the Man and Woman

The Reponse of Families and Friends

Scripture

Proclamation of the Word

Intercessory Prayer

Exchange of Vows

Blessing and Exchange of Rings

Declaration of Marriage

Lighting of the Unity Candle (Optional)

Special Music for Lighting of the Unity Candle (Optional)

Holy Communion (Optional--must serve entire Congregation)

Blessing of the Marriage

Dismissal with Blessing

The Recessional

Parents ans Grandparents are Recessed-- in reverse order as listed above.
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Wedding Guild Member’s Responsibilities
PSUMC Wedding Guild members provide contact with congregational families and members of the 

community. Members aid in the worshipful process of a wedding following PSUMC Guidelines for the 
Service of Christian Marriage.

At least one member of the Wedding Guild will assist in the following manner:

 •  Guild members will be at the church shortly before the rehearsal to assist the officiating minister in     
       the procedure of the wedding party.

 •  Guild members will contact bride at least one week before the wedding to finalize details and answer  
      questions.

 •  Guild members will be at the church one hour (depending on the size of the wedding) to be of                                                            
          assistance to the bridal party and officiating minister.

 •  Guild members will see that candles are lighted at the designated time.

 •  Guild members will see that ushers are available to begin seating guests.

 •  Guild members will ensure the smooth flow of the wedding processional and the recessional.

 •  Guild members will see that all guidelines are adhered to by the florist, photographer, video camera  
       person, and wedding party.

  

 The Wedding Guild member(s) tries to ensure that the couple’s wishes are carried out at the
ceremony in accordance with the PSUMC Guidelines and the instructions of the officiating minister.
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Ushering Procedures
Please see that your ushers receive the following information. A Wedding Guild member will go over these 

procedures with the ushers at the rehearsal.

Ushering is one of the most important responsibilities of the wedding because ushers facilitate the 
orderly and timely commencement of the ceremony. Please keep the following procedures in mind while 
performing your duties. Please remember that the wedding ceremony is a religious ceremony.

• Two or more ushers should stand outside the left-center aisle doorway to the Sanctuary, and two or more 
      ushers should stand outside the right-center aisle doorway. 

• As guests arrive and after they have registered and approach the doorway, step forward and offer your 
      RIGHT arm to each female.  If she is accompanied by a male, he will follow the two of you. You would 
      escort just one lady in a group of women who arrive together (respecting the eldest if that is readily 
      able to be determined). Simply ask a male guest or group of men to “Follow me, please.”

• Bride’s family and guests are seated in the left-center section and are taken down the left-center aisle, 
      and the groom’s family and guests are seated in the right-center section and are taken down the 
      right-center aisle of the Sanctuary. However, if the seating appears to become uneven, please adjust  

  accordingly. Many guests have no preference, or are friends of both.

• It will help seating if you usher guests down either the left-center or right-center aisles and then return 
      to the back of the Sanctuary by way of the far-left or far-right aisles. When ushering is handled in this
      manner, you will not “meet” another usher with a guest as you return to escort the next guest.

• Family pews will be reserved at the front of the church. Family members should inform you when they 
      are being seated that they are “family members.”

• Please try to seat families with babies or small children at the back of the church in case the children 
      need to taken out during the wedding ceremony.

• Please seat the guests in the center section only until that section is approximately one-half to two-thirds 
      full. Then you may begin to seat guests in the far-left section or far-right sections.

• If the ceremony is to be held in the Chapel, basically these same procedures will be followed.

• Please familiarize yourself with our church so you may direct guests to restroom facilities and to the 
      reception. Greet guests in a friendly, helpful manner.
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Rental fees will be agreed on at the time of a completed “agreement form” has been received in the Church 
office. All groups will be charged a minimum of $75 for set up and clean up and $50 per hour for hours 

accumulated over the first hour.

For your wedding to scheduled at be Polk Street United Methodist Church, the following is 
required:

 1. The Wedding Agreement must be completed, signed, and returned to Senior Minister’s    
      Secretary.

 2. Deposit of 50% of wedding fee is due before date can be held.

 3. All fees must be paid in full 30 days before wedding date.

 4. The Wedding Party Form must be completed, signed and returned to Senior Minister’s Secretary 
      or brought to the rehearsal.

Make check payable to Polk Street United Methodist Church: designated Bride’s name and wedding date 
on check.  Mail or bring payment to the Pastor’s Secretary.

For more information please call Michelle Walker at 374.2891 or email: michellewalker@psumc.com

Sanctuary   $1500.00   4 Hours 
Chapel    $700.00      4 Hours
Ministers Fee   $200.00
Organist Fee   $200.00
Sound man for Sanctuary $200.00
Sound man for Chapel $100.00
Candelabra (pair)  $25.00  
Kneeling rail   $25.00 

Reception Fees

Wesley Hall   $125.00
Great Hall   $350.00

Sanctuary   $750.00   4 Hours 
Chapel    $350.00   4 Hours
Ministers Fee   $200.00
Organist Fee   $200.00
Sound man for Sanctuary $200.00
Sound man for Chapel $100.00
Candelabra (pair)  $25.00  
Kneeling rail   $25.00 

Reception Fees

Wesley Hall   $125.00
Great Hall   $350.00

Wedding Fees
Non-Members Only

Wedding Fees
Members Only



-Notes-



PROCESSIONAL ORDER

Ushers: 1. 2. 3.
4. 5. 6.

Who will light the candles? Before ceremony    

Unity Candle  Y  /  N Who will light? Before ceremony    

Special Seating: (Seated before family)     
House party Y  /  N  (Seat on left side section)       Special Family Members Y  /  N  (Seat behind great/grandparents)

Family to be seated in this order:  (If stepparents, check Guild Book for order)                                                     

Great grand mothers/fathers:  (Seat in paternal/maternal order) Seated by:

Groom’s paternal grand mother/father:

Bride’s paternal grand mother/father: 

Groom’s maternal grand mother/father: 

Bride’s maternal grand mother/father: 

Groom’s mother/father: 

Bride’s mother: 

Bride’s Attendants: (In order if known) Groomsmen: (In order if known)
1. Bride’s Honor Attendant 1. Best Man

2. 2.

3. 3.

4. 4.

5. 5.

6. 6.

7. 7.

8. 8.

9. 9.

Flower Girl(s)  Y  /  N  Age(s) ________________                                                  
Stand_____   Seated_____

Ring Bearer(s) Y  /  N  Age(s) ________________                                               
Stand_____   Seated_____

Bride to be presented by:


