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GREETINGS 

Marriage is both a personal and family or 

community event.  We consider marriage to be a 

most holy and special bond.  

We take it most seriously. We want your wedding 

service to reflect both the sacredness and joy of the 

occasion. This booklet is intended to give you all 

the information necessary to make your wedding 

service a meaningful one, and to assure that all runs 

smoothly.  

On behalf of the members and staff of our 

congregation, the staff congratulates you on your 

decision to wed. It is a most significant occasion 

and an exciting and joyous time in life. We rejoice 

with you as you prepare for your upcoming 

wedding. Many blessings! 

 

ABOUT CHRISTIAN MARRIAGE 

“Marriage is a gift of God, intended for the joy and 

mutual strength of those who enter it…and is a 

human estate, with vows publicly witnessed.  The 

church in worship surrounds these promises with 

the gathering of God’s people, the witness of the 

word of God, and prayers of blessing and 

intercession”.  From the Manual on the Liturgy, 

Evangelical Worship Book, p.675. 

Marriage is an important life event which requires 

serious consideration and advance preparation. 

Therefore, the marriage service requires close 

cooperation and planning with the church staff of 

Holy Trinity.   

The Christian wedding service is unlike a civil one.  

It is a worship service, and as is the case in all 

services of worship, the focus is on God. In the 

marriage service, we especially give thanks to God 

for the gifts of love and fidelity. During a marriage 

service, the couple hears again the understandings 

and obligations of Christian marriage, and then, by 

exchanging vows and rings, they willingly enter 

into a life-long commitment to fulfill them. 

The “high point” of the service is not the 

pronouncement of marriage, but asking God to bless 

the marriage, and, by the wonders of God’s grace, 

to enable the partners in the marriage to fulfill their 

vows, thereby more fully enjoying all the blessings 

of life which God desires for humanity.  

Our service of marriage may be found on page 286 

in the Evangelical Lutheran Worship book.  

 

WHEN YOU BECOME ENGAGED 

The Church Administrator and Pastor should be 

contacted immediately when a wedding service is 

desired in order to reserve facilities and set up 

schedules that will avoid conflict with worship 

services or other church events. A six-month 

advance notice is strongly recommended.  

When Holy Trinity clergy have schedule conflicts 

and are not available, another clergy may be 

contacted to preside at the wedding.  

Guest ministers may officiate with permission and 

approval of Holy Trinity’s Senior Pastor. 

Weddings will not be scheduled during the 

following time periods: Holy Week, Easter 

Weekend, Thanksgiving Weekend, the week prior 

to Christmas, Christmas Day and during Christmas 

Week. 

  

 

 

 

  



 
 

 

 

PLANNING YOUR 

REHEARSAL AND CEREMONY 

It is wise to have a rehearsal the day prior to the 

wedding service so that all involved understand 

what is expected of them and feel comfortable about 

the service. Those expected to be present at the 

service include the wedding party, parents, readers, 

and ushers. The date and time of the rehearsal will 

be scheduled with the officiating Pastor.  

Ordinarily, the rehearsal should take about thirty 

minutes. As a courtesy to all involved it is 

imperative that everyone arrive promptly.  

The Pastor will begin rehearsal with prayer and 

guide it to completion. The Pastor will direct all 

weddings at Holy Trinity with the assistance of the 

Wedding Guild representatives. 

A Holy Trinity wedding guild representative must 

be present at all weddings held in the sanctuary 

(worship space).  Assistants may also be required 

depending on the size of the bridal party. (Fees do 

apply) 

Professional wedding directors are unnecessary and 

are not permitted.  The presiding Pastor, wedding 

guild representative and Facilities Manager have 

final word on all portions of the rehearsal and 

ceremony.  Failure to respect the policies of Holy 

Trinity or the requests of the wedding guild 

representative will result in forfeit of the security 

deposit. 

The bridal party is responsible for arranging any 

childcare needed. Please notify the Church 

Administrator if you wish to use the nursery. Bridal 

party must provide church with the name and 

background information prior to ceremony. 

 

 

 

ABOUT THE SERVICE AND MUSIC 

The rite of marriage is a sacred service of the 

Church, and thus does not belong exclusively to the 

couple being married. Accordingly, the music for 

every service should be selected that will enhance 

the goals of worship. Our staff musicians are highly 

trained and educated professionals.  Allow them to 

help guide you as you select your music.  

The church musician has final decision on all 

musical selections. Since the wedding service is a 

sacred service of worship, sacred and some classical 

music is appropriate music before, during, and after 

the service. Hymns and other forms of 

congregational participation are encouraged. Other 

music, such as popular love songs, 

show and opera tunes, and movie themes, are more 

appropriately incorporated in the reception.   

The church organist is to be consulted on the 

selection of the prenuptial organ music, the 

processional and recessional marches and other 

service music.  A music form should be completed 

and turned in at the time the church is reserved.  Set 

up a time to meet with the organist to complete your 

selection of music. 

The church organist will play for all weddings. If 

the church organist is not available, he/she will 

assist in the selection of another organist. 

Customary fees as described by the American Guild 

of Organists guidelines will apply in the case of a 

guest organist, i.e. fees are payable to the church 

organist even when a guest organist is employed. 

A vocalist or instrumentalist, if desired, should be 

chosen with care. Talents should match the music 

selected. The organist will recommend a soloist if 

the couple requires such help.  Guest instrumental 

music will be permitted only after consultation with 

the organist.  

  



 
 

 

 

Prerecorded music is not used in worship at Holy 

Trinity.  Live accompaniment for solos must be 

prearranged with the organist and rehearsal fees will 

apply. Please see the fee schedule sheet. 

The soloist or instrumentalist is responsible for 

providing all music scores for the organist. 

Rehearsal times must be coordinated and 

prearranged with organist. The choice between 

piano and organ accompaniment is left to discretion 

of the organist 

 

ABOUT PRINTED PROGRAMS 

Holy Trinity provides printed programs containing 

the order of worship for members of the church if 

requested.  

Bulletin requests must be made at the time the 

wedding date is selected. A standard format for the 

contents is to be followed and cream-colored paper 

with standard art cover is used. 

There is no charge for bulletins for on-site 

weddings. Printed bulletins for off-site wedding - 

$30 per 50.  Standard formatting is still required.   

 

ABOUT THE READINGS 

The following are scripture readings that are quite 

appropriate for the marriage service.  Consult with 

the officiating Pastor in your reading’s selections. 

You may choose to have a family member, friend or 

Pastor to read the Old Testament, Psalm and Epistle 

readings.  The officiating Pastor will read the 

Gospel lesson. 

 

 

 

Old Testament Readings 

Genesis 1:26-28, 31  

Genesis 2:18-24  

Ruth 1:16-17  

Song of Solomon 2:10-13  

Song of Solomon 8:6-7  

Jeremiah 31:31-34  

Isaiah 63:7-9 

Psalms 

Psalm 33:12, 18, 20-21, 22 

Psalm 34:1-9 

Psalm 103:1-2, 8, 13-22 

Psalm 112:1-9 

Psalm 128:1-6 

Psalm 145:1-3, 8-10, 15-18 

Psalm 148:1-14 

New Testament Readings (Optional) 

Romans 8:31-35, 37-39  

Romans 12:1-2, 9-13  

Romans 12:1-2, 14-18  

1 Corinthians 13  

Ephesians 5:2a, 21-33  

Colossians 3:12-17  

1 Peter 3:8-12  

1 John 3:18-24  

1 John 4:7-12  

Gospel Readings  

Matthew 5:1-12  

Matthew 5:13-16  

Matthew 7:21, 24-29  

Matthew 19:4-6  

John 15:9-12  

John 15:12-16 

  



 
 

 

 

ABOUT OUR DRESSING ROOMS 

The Library, room A1, is available for the use of the 

bride and attendants.  A full-length mirror and 

attached rest room make this a comfortable place to 

dress for the service. 

The groom and his groomsmen may dress in the 

Chapel, room A2 and a restroom is located near 

there.  If dressing rooms are reserved, the wedding 

party will be shown their location after the 

rehearsal. 

 

FACILITIES MANAGER 

 AND CUSTODIAL SERVICES 

The Facilities Manager will coordinate opening and 

locking the buildings and operating lights and 

climate controls. The Facilities Manager will ensure 

that everything is returned to its rightful place and is 

ready for regular worship, but this does not relieve 

the bridal party of the responsibility for general 

clean-up, including dressing rooms. 

 

ABOUT PHOTOGRAPHY, 

 VIDEO AND AUDIO RECORDINGS 

It is the responsibility of the wedding party to 

convey our policies to their providers. All pre-

wedding pictures must be completed at least 

thirty minutes prior to the service. Coordination of 

the wedding party and photographer should be 

made with the wedding guild regarding after service 

photography. 

No photographs may be made in the sanctuary 

during the service.  Discreet non flash photography 

may be made through the glass windows at the back 

of the sanctuary during the service.  No guests may 

take photographs during the service. 

 

All equipment for audio/video recordings must be 

set up and in place at least thirty minutes before 

the service.  A stationary video camera may be set 

up in the sanctuary.  Only corner locations are 

allowed.  The camera may be manned but should 

not be moved during the service.  Videos may use 

only ambient lighting as set by the Facilities 

Manager. 

All photography must be complete by no more 

than 1 hour after the ceremony. 

Should the photographer violate these guidelines 

during the service, they may expect to be told to 

suspend their work for the remainder of the service. 

 

ABOUT THE SANCTUARY,  

FLOWERS, AND DECORATIONS 

Because our sanctuary is a sacred space, we ask that 

you conduct yourself accordingly during the 

rehearsal and service. Every item in the sanctuary 

holds purpose, so we must insist that no furniture, 

paraments or seasonal displays may be moved or 

removed from the sanctuary. 

Floral arrangements may be used to beatify the 

sanctuary and enhance the Service. A florist who is 

not familiar with Holy Trinity or its customs should 

contact the Church Administrator prior to the 

wedding.   Only live floral arrangements may be 

used in the sanctuary. No artificial arrangements are 

permitted. Decor must be discussed with the 

Facilities Manager in advance for approval. 

Regular worship service flowers are provided by 

congregation members and are delivered by noon 

on Saturday.  Colors follow the liturgical calendar 

and will be placed in the sanctuary following a 

wedding unless such flowers are used in the 

wedding by prior arrangement with the Church 

Administrator.  Floral arrangements provided by a 

wedding should be removed by the party placing 



 
 

 

 

them following the wedding service. If the 

arrangements are to  

be left for regular worship services, please inform 

the Church Administrator and Facilities Manager. 

Two 7 branch candelabra with oil candles and one 

side by side kneeling are available for use. The 

Facilities Manager will oversee their set up. An oil 

refill fee applies.  There is no charge for the use of 

the bench. 

When providing your own candelabra, only 

mechanical Chase candles are permitted in the 

sanctuary.  The florist must provide plastic drip 

cloths under all candelabra.  

Only plastic pew clips or ribbon are allowed to affix 

bows or flowers to pews or rails.  No tacks, nails, or 

tape of any kind may be used to affix decorations to 

pews, walls or other furniture.   

The use of an aisle runner and the dropping of 

petals, real or silk, are not allowed, due to the nature 

of our flooring and concerns for safety of our 

guests. Throwing of rice and bird seed, both inside 

and outside the church buildings is prohibited.  No 

soap bubbles may be used inside the buildings 

The River Jordan baptism font may be moved, 

under the Facilities Manager supervision, to the 

narthex (open area immediately outside the 

sanctuary) to create an open center aisle.  Notify the 

Church Administrator and Facilities Manager if you 

wish this.  The wedding party will be responsible, 

under Facilities Manager supervision, to return it to 

the aisle. 

The sanctuary must be set up no less than 1 hour 

prior to the ceremony and all décor removed no 

more than 1 hour after the ceremony.  The florist 

or wedding party is responsible for removing all 

greenery, candelabra, and other decorations they 

provide.   

 

ABOUT YOUR RECEPTION 

The Church Hospitality Team will oversee all food 

events and assist with planning and equipment 

needs.   

  A professional caterer may be hired to provide 

food and drink.  Please consult the church office for 

guidelines on use of the fellowship hall or upper 

room.  The caterer is bound by all guidelines set 

forth for use of these gathering spaces.  Caterers 

must provide their own linens, cooking, serving and 

clean-up equipment.  The caterer is responsible for 

removing trash to the dumpsters located on the 

church property. The caterer is responsible for 

ensuring floors are left clean.   

 Due to liability and insurance, only a licensed, 

professional caterer is suggested to provide food for 

receptions.  The church will not be held liable 

should you choose to have friends or family prepare 

refreshments. Proof of insurance must be provided 

to the church office prior to the reception. 

 If you wish to host an event (lunch, reception, 

dinner, etc.) please: 

1.  Contact the church office to reserve your date 

and space. 

2.  Contact the Church Hospitality Team Leader to 

coordinate kitchen and equipment use. 

3.  Complete a floor plan set up and returns it into 

the church office no later than 2 weeks prior to your 

event, when possible.  The Facilities Manager will 

contact you if there are questions. 

Candles may be used at the reception but must be 

encased in glass, i.e. votives or chimneys.  Nothing 

is to be hung from the ceilings, partitions or walls. 

Facilities Manager fees only cover set-up and 

removal of chairs and tables.  A complete room set-

up form must be submitted prior to the event to the 

Church Administrator.  



 
 

 

 

 

No alcoholic beverages may be served without 

prior approval of the church council. Request for 

permission must be submitted in writing to the 

church office no later than 4 months prior to the 

wedding date.  Wine (including champagne), beer 

and champagne punch must be clearly labeled.   

Open bars or kegs of beer are prohibited.  

Alcohol consumption should be done in moderation 

and all alcohol consumption is restricted to the 

fellowship hall or upper room and only following 

the ceremony. The only exception to this provision 

is the inclusion of wine as part of the sacrament of 

Holy Communion within the wedding service. 

Smoking is also prohibited throughout the church. 

One more word about the use of alcohol: if, at the 

time of the wedding service, the officiating Pastor 

or wedding guild representative believes that any 

wedding party member is impaired by the use of 

alcohol or any other substance, s/he may exercise 

their prerogative to refuse to permit the service to 

continue. 

Recommended Caterers:  

Avante Catering     770-427-0145 

Carriage House   770-926-9852  

Silver Platter     770-977-4388  

Superior Catering      770-941-9263 

 

 

 

 

 

 

 

 

FINAL WORDS AND A BLESSING  

We hope this booklet is helpful to you as you plan 

for your wedding. Do not hesitate to contact any 

member of the church staff if we can be of 

assistance.                            

May the blessed and holy Trinity make you strong 

in faith and love, defend you on every side, and 

guide you in truth and peace, now and forever.  

Amen     

FEES 

To qualify for Member fees, one or both of the 

partners in the marriage or one of their parents must 

have been an active member of for a minimum of 

12 months immediately prior to the date of the 

marriage ceremony.  

Please contact the Church Administrator at least 

two weeks prior to the wedding, who will review all 

arrangements and fees with you. The wedding 

license must be submitted along with any 

outstanding fees due no later than one week before 

the wedding date.  

All fees to the church may be paid by a check made 

payable to “Holy Trinity Evangelical Lutheran 

Church.” Checks for the officiating Pastor, organist, 

Facilities Manager, and wedding guild should be 

made payable to each person individually. The 

Church Administrator will distribute all checks to 

the appropriate persons. 

Please see the following pages for a breakdown of 

all fees for weddings and receptions as well as the 

facility usage request and reservation form to 

complete and return, the wedding consultation form 

and contract. 

 

  



 
 

 

 

  

WEDDING AND RECEPTION FEES 
 
Wedding Deposit *Refundable  
All Active Members and Guests…………………………………………………………………………………$300.00 
 Deposit is due at the time the space is reserved.   *Refunded 2 weeks after the wedding if there is no damage and all policies are 

respected.  Fee is made payable to Holy Trinity Evangelical Lutheran Church. 

 
Sanctuary Use 
Active Members (Members, parents, and children of members)………………..………….……….……..….……….No Fee 
Guests (service only)………………………………………………..……………………..………..........................….$250.00 
Oil Candle Refill Fee (2- 7 branch Candelabra) ……………..………………….……..……......……..….……….$25.00 
Fees are made payable to Holy Trinity Evangelical Lutheran Church. 

 
Reception Space Use 
Active Members (Members, parents and children of members)  

-Fellowship Hall/Kitchen (5 hour maximum, including set up/clean up) ….…...………………………..…………. No Fee 
-Upper Room/Kitchen (5 hour maximum, including set up/clean up) …………..………………….….…..……....…No Fee 
 
Guests  
-Fellowship Hall/Kitchen (5 hour maximum, including set up – clean up not included)..……………………….….. $200.00 
-Upper Room/Kitchen (5 hour maximum, including set up– clean up not included )……….……….................… $300.00 
Fees are made payable to Holy Trinity Evangelical Lutheran Church. 

 
Suggested Clergy Honorarium for Ceremony  
Guests …………………………………………………………….…………………………………………………….…..$500.00 
Active Members (Members, parents, and children of members)…..…………………..…………..……….Honorarium  Fee*  

*Members may choose to offer an honorarium, but please note that no fee is required for the Pastor, nor is there a specific 

suggested amount, if you are a member of Holy Trinity. 

Additional mileage fee applies for destination wedding…………………………………………………….$Varies 
     Fees are made payable directly to the officiating Pastor. 

 
Organist Fees 
Wedding consultation and ceremony ………………………………..……..….……………………..……...…$350.00 
Rehearsal with Wedding party (up to 1 hour total)………………………………………………..….…......…....$75.00 
Additional rehearsal time with another musician (per hour)….…………………………….……….....…..$50.00 
Fees are made payable directly to Organist. 

 
Staff Fees 
Wedding Guild - Rehearsal and Ceremony……………….…….….……………………….…………….….$100.00 up 

 per person (minimum of 1 director) 

Facilities Manager (Exact fee determined depending upon involvement/ responsibilities) …….….……….$100.00 up 
Fees are made payable directly to the Wedding Guild Coordinator and to the Facilities Manager. 
 

Wedding Reception Coordinator ((Exact fee determined depending upon involvement/ responsibilities)>>….$ Varies 
Fees are made payable to Reception Coordinator and are  based on number of volunteers needed and number of  hours 
needed. 

 
ALL CHECKS/FEES AND THE MARRIAGE LICENSE MUST BE SUBMITTED TO THE CHURCH 
ADMINISTRATOR NO LATER THAN ONE (1) WEEK PRIOR TO THE WEDDING. 
 



 
 

 

 

  
Holy Trinity Evangelical Lutheran Church 

2922 Sandy Plains Road, Marietta, Georgia, 30066   770-971-4600 
 

APPLICATION FOR USE OF FACILITY 
 

 Applications for use must be submitted to Church Administrator and approved before facility rooms and times can be 

reserved.  Use of facility is for church members only. 
 

Name of Organization or Renter:  

Contact Person Responsible for the Event: 

 

Name: 

Email: 

Phone: 

Church Member Responsible for the use of the 

facility:  (A church member is required to be present 

during all times and dates requested)  

Name:  

Email: 

Phone: 

Nature of Group:  

Date of Event:  

Time Span of Event:  (include set-up and clean-up 

time) 

 

Ongoing Event, if applicable:  

(circle one) 

Weekly Monthly Annually 

Space Requested for Event:  

Number Expected:  

 

Release statement:  I have read and understand the requirements of Holy Trinity Lutheran Church’s Facility Use & Key Policy and 

Fees for Guests Groups, and Events and agree to abide by their guidelines.  I accept liability for the facilities and will ensure these 

guidelines are followed. 

Signature:         Date:     
  

----------------------------------------------------------------------------------------------------------------------------- -------------  

Office Use ONLY         

Date of Request Submission:        Date of Approval:     

Key checked out: (circle one)  Yes No       if Yes, obtain attached Acknowledgement Exhibit “A”  

To whom:        Approval:         

    

 



 
 

 

 

  
Holy Trinity Evangelical Lutheran Church 

2922 Sandy Plains Road, Marietta, Georgia, 30066 

770-971-4600   www.Holytrinitymarietta.org   thodges@holytrinitymarietta.org 

 

WEDDING CONTRACT (page 1) - Please fill in as completely as possible 
PLEASE SUBMIT THIS FORM WITH A $300 REFUNDABLE SECURITY DEPOSIT* TO THE CHURCH ADMINISTRATOR NO LATER THAN 3 

MONTHS PRIOR TO YOUR WEDDING TO SECURE THE DATE OF YOUR WEDDING. 

 

Bride’s            Groom’s 

Name: _________________________________ Name:________________________________ 

 

Bride’s Phone Number: (home) ________________________ (cell)_________________________ 

 

Bride’s Current Address: _______________________________________________________ 

 

Email address: (Bride’s) ___________________________  (Groom’s)_________________________ 

 

Current Church Membership: Holy Trinity ELCA   ___ Other _______________________________ 

 

Rehearsal Date:__________________________ Time:_______________________________ 

 

Wedding Date:___________________________ Time:_______________________________ 

 

Décor & Set Up for Ceremony: __________________________________________________ 

 

On-Site Rehearsal Dinner? Yes___ No___           On-Site Reception? Yes___ No___ 

   Please be sure to fill out a reception and facility request form for on site room reservations. 

 

I have read and understand the wedding policies and procedures of Holy Trinity Evangelical Lutheran 

Church and agree to abide by the standards within. I understand the fees required. I understand that my 

security deposit is refundable after the wedding, provided no damage occurs and all policies are 

respected. 

 

Signature of Person submitting application and deposit: 

 

X____________________________________________________ Date___________________ 

 

--------------------------------------------------------------------------------------------------------------------- 

For Office Use Only 

 

Deposit paid? Yes___ No___   Date Received:__________ 
*Refundable security deposit should be returned no later than two weeks after the event, provided no damage occurs and all 

policies are respected. 

 

That return date is: _________________ Actual date deposit returned:__________________ 

Additional Fees Owed: Pastor $______ Organist $______ Facilities Manager $______  

 

Wedding Guild $______ Candle oil fee $______ Building fee(s) $______ Other $______ 

 

Total of Church Fees owed $_____    Date received:___________ 
 

http://www.holytrinitymarietta.org/


 
 

 

 

   

WEDDING CONTRACT (page 2) 

Wedding Party Information- Please fill in as completely as possible 

Officiating Pastor (s)_________________________________________________________ 

@ # of guests________________________ 

# of Bridal attendants ____________________   # of Groomsmen_________________  

# of Jr. Bridal attendants______   # of Ushers_____  Flower Girl_____  Ring Bearer_____  

# of Mothers ___________   # of Grandmothers ___________  # of Other _____________ 

2 Candelabra Y_____N_____   Kneeler Y____N____    

Wedding Guild Representative ___________________________________________________ 

Florist Name _________________________________________ Phone ___________________ 

Photographer Name _______________________________________ Phone ________________ 

------------------------------------------------------------------------------------------------------------------------------------------ 

For Organists Use only (The couple must contact the organist at least one month in advance of the 

ceremony to arrange music.  Please refer to the guide book for complete guidelines). 

Prelude______________________________________________________________________________ 

Seating of Mothers_____________________________________________________________________ 

Solo_________________________________________________________________________________ 

Processional__________________________________________________________________________ 

Bridal Entrance________________________________________________________________________ 

Service music_________________________________________________________________________ 

Recessional__________________________________________________________________________ 

Other _______________________________________________________________________________ 

Notes _______________________________________________________________________________ 



 
 

 

 

  
Holy Trinity Evangelical Lutheran Church 

2922 Sandy Plains Road, Marietta, Georgia, 30066 

770-971-4600   www.Holytrinitymarietta.org   thodges@holytrinitymarietta.org 

 

Wedding/Reception Fees Worksheet 

Use this form to keep track of your fees. Return with your payment checks. 

Final Payment is due one week before the wedding date. 

Fees are payable to Holy Trinity unless indicated differently. 

*Deposit is refunded if policies are followed. 

 

Brides’ Name _____________________________________________________________________ 

Wedding Date _______________________  Time ________________ 

 

Deposit* (due at the time the date is booked)              $_300.00______ 

Sanctuary fee (N/C members)    $_250.00______  

Fellowship Hall fee (N/C members)   $_350.00______ 

Upper Room fee (N/C members)   $_500.00______ 

2 (7) Branch candelabra  ___ yes ___no  $_____________ Oil $25.00 ea. 

Kneeling bench   ___ yes ___ no   N/C 

Move font    ___ yes ___ no   N/C 

Additional fees      $____________ 

TOTAL:      $_____________ (Pay to Church) 

 

Pastor Honorarium     $_500.00 up__ (Pay to Pastor) 

Organist fee (for wedding service only)   $_350.00_____ (Pay to Organist)  

Facilities Manager     $_100.00 up___ (Pay to Fac. Mgr) 

Administrator Wedding Guild fee   $_100.00 up__ (Pay to Guild Rep.) 

Hospitality      $ _75.00_____ (if required for reception) 

 

http://www.holytrinitymarietta.org/


 
 

 

 

 Holy Trinity Evangelical Lutheran Church 

Reception Reservation Form 

PLEASE SUBMIT THIS FORM WITH A $300 REFUNDABLE SECURITY DEPOSIT 

 TO THE CHURCH ADMINISTRATOR NO LATER THAN 3 MONTHS PRIOR TO YOUR WEDDING 

TO SECURE THE DATE OF YOUR WEDDING. 

 

Wedding Party name______________________________________________________________ 

Home # ____________________________________ Cell #________________________________ 

Date of Event____________________________________________________________ 

Set Up time ____________________         Clean Up time _______________________ 

A 5-hour maximum is allotted (wedding party responsible for set up, event and clean up) 

Room: (check one)   _____ Fellowship Hall $350.00     ______ Upper Room $500.00 

 

Caterer Name___________________________________________________________ 

Contact Phone #_________________________________________________________ 

 

Church Items Available:  Please indicate # of each item needed: 

 (Note: some items may not be available, pending room selection) 

_____ 6’ banquet tables (Lower Fellowship Hall; seat max. 8 people)    

_____ 8’ banquet tables (Upper Room only; seat max. 10 people) 

_____ 42” rounds (Upper Room only; seat max. 8 people) 

_____Chairs 

_____ Other if available _________________________________________________________ 

Contact Church Facilities Manager, Bill Hetherington for floor plan and set up.  Will need to submit 

a draw out on the specific room’s floor for an approximate layout.   

Contact Church Hospitality Chair Weegie Hoffman for reception coordination. 

 

 



 
 

 

 

Guidelines for Building Use 

• A Facility Use Form is to be completed by a 

representative of the organization and 

submitted to the Church Administrator prior 

to any event being approved and added to 

the Master Calendar. Any Church, Outside 

groups, organizations or individuals must 

have a church member who will assume 

responsibility and be in attendance of any 

event where the use of the church facility is 

requested and are responsible for their own 

room set up, within the facility guidelines. 

  

• Each guest group or organization must 

designate a representative (must be a church 

member) who will consult with the church 

staff in advance of the event and be 

responsible for:  

o Custody of a key, if needed, and 

unlocking and relocking all doors 

and windows.  

o Regulating thermostats for heating 

and cooling, according to 

instructions  

o Accounting for damages to the 

facility.  

o Basic clean-up, such as putting trash 

in bins and removing trash to the 

dumpster, and otherwise leaving the 

room in the same set up and 

condition as at the beginning of the 

event.  

 

• The facilities manager is usually available in 

the building Monday through Thursday, 

9:00 am - 1:00 pm, and other hours as 

necessary for regular church functions. 

Church office hours are Monday through 

Thursday, 9:00 am- 5:00 pm. Any group 

using the facility must arrange for access to 

the building outside these times and must 

have a church member present during any 

event.  

 

 

• Requests for set-ups of tables and chairs, the 

use of audio-visual equipment, etc. must be 

stated completely on the Facility Use Form 

and reviewed with the church facilities 

manager. Members and outside groups may 

be charged facilities manager and equipment 

use fee if the event is not church related. 

 

• The facility must be left ready for its next 

scheduled use by the group using the 

facility.  If the facilities manager is needed 

outside regular working hours for take-down 

and clean-up to accomplish this, an extra fee 

will be applied.  

 

• Groups using the facilities may use the 

kitchen facilities, following kitchen use 

guidelines. (see Kitchen Facilities Guideline 

Booklet) 

 

• When minors will be present in the church 

facility, the group must provide the church 

with a written plan on how they will be 

supervised. All supervision must be 

consistent with the Holy Trinity Safe Church 

Policy. Depending on the circumstances, the 

group may be asked to supply additional 

information, such as permission letters from 

parents/guardians, medical and insurance 

information, etc.  

  



 
 

 

 

  

 

 

 

Holy Trinity Evangelical Lutheran Church 

2922 Sandy Plains Road 

Marietta, GA 30066 

 

Church Office: (770) 971 – 4600 

Church Email:  churchoffice@holytrinitymarietta.org  

Church Website:  https://www.htelcm.org 

Facebook Page:  https://www.facebook.com/holytrinitymarietta 

 

 

Sr. Pastor – Rev. Mark Beatty 

Associate Pastor – Rev. Bonnie Lanyi 

Church Administrator – Teresa Hodges 

Director of Music – Vince Evans 


