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2949 Nolensville Rd

Nashville, TN 37211
Phone: 615-837-9353
Fax: 615-661-0928
Wedding Packet Information

Please begin filling out the following and bring to your first meeting with Wedding Coordinator. There will be no changes 30 days prior to wedding!
This packet contains the following applications & Information:

• Wedding Coordination Information

• Bride’s Information

• Groom’s Information

• New Song Christian Fellowship Policies & Procedures and Pricing Schedule

• Example of Wedding Schedule (Rehearsal, Wedding and Reception)

Brides Name _________________________________________

Grooms Name ________________________________________

Officiating Minister Name______________________________

Pre-marital Mentors ___________________________________
Wedding Date: ______________________________________
Rehearsal Date: _____________________________________
Bride & Groom Contact Information After Wedding

Address _____________________________________________
Phone: ______________________________________________
BRIDE INFORMATION

Name ________________________________________


Age ___________

Address ______________________________________________________________

Home Phone ___________________________          Cell Phone __________________

E-mail Address _________________________________________________________

FAMILY

FATHER: 




Name ________________________________________






Address _______________________________________________________________






Phone _________________________________________________________________




Cell _________________________________________

MOTHER:
Name ________________________________________

Address _______________________________________________________________
Phone _______________________________________
Cell _________________________________________

GRANDPARENTS: 




Name: _______________________________________

OTHER:

Name: _______________________________________

ATTENDANTS

MATRON/MAID OF HONOR:

Name: _________________________________________________________________

BRIDESMAIDS:
Name: _________________________________________________________________

Name: _________________________________________________________________

Name: _________________________________________________________________

Name: _________________________________________________________________

Name: _________________________________________________________________

Name: _________________________________________________________________

Name: _________________________________________________________________

Name: _________________________________________________________________

Flower Girl:
Name: _________________________________________________________________

Age: _________
GROOM INFORMATION
Name _______________________________________

Age ___________

Address ______________________________________________________________

Home Phone ___________________________         Cell Phone __________________

E-mail Address _________________________________________________________

FAMILY

FATHER: 




Name ________________________________________






Address _______________________________________________________________






Phone _________________________________________________________________




Cell __________________________________________

MOTHER:
Name _________________________________________

Address _______________________________________________________________
Phone _________________________________________
Cell ___________________________________________

GRANDPARENTS: 




Name: _________________________________________

OTHER:

Name: _________________________________________

ATTENDANTS

BEST MAN:

Name: _________________________________________________________________

GROOMSMEN:
Name: _________________________________________________________________

Name: _________________________________________________________________

Name: _________________________________________________________________

Name: _________________________________________________________________

Name: _________________________________________________________________

Name: _________________________________________________________________

Name: _________________________________________________________________

Name: _________________________________________________________________

RING BEARER:
Name: _________________________________________________________________

Age:_________
USHERS:

Name: _________________________________________________________________

Name: _________________________________________________________________

Name: _________________________________________________________________

Name: _________________________________________________________________

Name: _________________________________________________________________

Name: _________________________________________________________________

Name: _________________________________________________________________
NEW SONG WOODBINE
Wedding Coordination & Contact Information

WEDDING DATE: ____________________
SETUP TIME:

_________

Time (start & finish):
_________
REHEARSAL DATE: __________________
SETUP TIME:

_________

Time (start & finish):
_________
NUMBER OF GUESTS EXPECTED: ____
WEDDING COLORS: _________________

OFFICIATING MINISTER:

Name: ________________________________

Phone: _______________________________

Cell: _________________________________ 







PRE-MARITAL MENTORS:

Name: ________________________________

Phone: _______________________________

Cell: _________________________________ 







WORSHIP LEADER: 

Name: ________________________________

Phone: _______________________________

Cell: _________________________________ 







WORSHIP TEAM AND WHAT THEY PLAY: 

Name: __________________________
________________________

Name: __________________________
________________________

Name: __________________________
________________________

Name: __________________________
________________________

Name: __________________________
________________________

SOUND TECH (to be assigned and/or approved by Wedding Coor.): 

Name: ________________________________

Phone: _______________________________

Cell: _________________________________ 







FACILITY COORDINATOR (to be assigned and/or approved by Wedding Coor.):

Name: ________________________________

Phone: _______________________________

Cell: _________________________________ 







PROGRAMS:

Point Person: __________________________


Phone: ___________________________ Printing Company: _____________________ 


Phone: ___________________________
**NOTE: NS Wedding Coordinator will need to see & sign off on draft of program before going to print.**


PHOTOGRAPHY: 

Name/Company: _______________________ 
Phone: ___________________________
DECORATOR:

Name/Company: _______________________ 
Phone: ___________________________
FLORIST:

Name/Company: _______________________ 
Phone: ___________________________
BAKERY (WEDDING CAKE): 

Name/Company: _______________________ 
Phone: ___________________________
RECEPTION COORDINATOR:
Name: _______________________________ 

Phone: ___________________________
TRANSPORTATION (leaving your wedding): 

Name/Company: _______________________ 
Phone: ___________________________
CLEAN-UP CREW:

Name: _______________________________ 
Phone: ___________________________
Name: _______________________________ 
Phone: ___________________________
Name: _______________________________ 
Phone: ___________________________
Name: _______________________________ 
Phone: ___________________________
Name: _______________________________ 
Phone: ___________________________
RESPONSIBLE FOR GIFTS AFTER WEDDING:

Names: _______________________________ 
Phone: ___________________________
RESPONSIBLE FOR BRIDE & GROOM’S BELONGINGS AFTER WEDDING:

Names: _______________________________ 
Phone: ___________________________
RENTAL ITEMS:

Point Person: __________________________
Phone: ___________________________   

This person will be responsible for making sure the items make it to the wedding and are collected after wedding.

Company Name: _______________________ 

Phone: ___________________________
Drop of Date and Time Pickup_______

Pickup: ___________________________
            Items: __________________________

Company Name: _______________________ 

Phone: ___________________________
Drop of Date and Time Pickup_______

Pickup: ___________________________
            Items: __________________________

NEW SONG WOODBINE
Scheduling and General Policies & Procedures

SCHEDULING

For weddings on the New Song Campus, please follow these steps:

1. Contact Chris Newton at 423.316.1496. Chris will set your date, hold date on church calendar, determine if Pastor Andrew is available to officiate the wedding on that date. 

2. Wedding Coordinator will contact you and set up your first meeting.

Dates & Times (please see NS Cool Springs Wedding Packet for other options)

· Rehearsals need to begin at 4pm and end close to 5p the day before your wedding.
· We can accommodate Rehearsal Dinners

· We are not able to accommodate childcare during wedding events

Friday Weddings:
· We are able to do Friday evening weddings
Saturday Weddings:
· We are able to do most of the day on Saturdays

· Ceremony and Reception must be finished and cleaned up by 8:00pm.

Sunday Weddings
· We are not able to do Sunday evening weddings

NOTE: Use of New Song’s Wedding Coordinator IS REQUIRED for all weddings taking

place on our New Song Campus or when using a member of their Pastoral Staff (unless there is a wedding coordinator that comes with the facility chosen.)
3. 1st Mtg. with Wedding Coordinator

· Go over Wedding Packet with couple

· Discuss Wedding Timeline

· Begin putting together Order Of Service

· Discuss any questions couple may have

· Set up 2nd Mtg. (30 days from wedding date)
4. 2nd Mtg. with Wedding Coordinator & Tech Person (30 days out)

· Go over and confirm Wedding Packet

· Go over Wedding Timeline

· Go over Processional/Recessional

· Fill out Seating Chart

· Set up Ceremony Mtg. 
5. 3rd Mtg. – Ceremony Mtg. with Couple, officiating Pastor & Wedding Coordinator 

· Couple will bring 1st draft of program to mtg.

6. 4th Mtg. – Phone Conversation with Wedding Coordinator (about 1 week prior)

· Reminders from Wedding Coordinator

· Any last minute details

7. Rehearsal

· Couple brings the following for Wedding Coordinator:

· Vows (typed or e-mailed ahead of time)

· Marriage license 

· Checks to be distributed

GENERAL POLICIES & INFORMATION
· New Song does not provide any wedding items (i.e. candelabras, aisle runner, reception items, decorations for table). New Song does provide the following Communion/Unity Candle & Elements
· Table, black table cloth, grape juice, crackers, unity candle holder & candles, goblet, & communion plate, lighters). 
· After the wedding, items may be moved upstairs until Monday. All items used in your wedding must be picked up no later than Monday. You will have to arrange for a facility person to come and open the building for pick up.
· No real candles are to be used unless there is a cloth under them to prevent wax from spilling onto the carpet. Use mechanical candles if you do not want extra fabric on the platform. These are available from anyone that rents candelabras.
· Set-up and Tear down of any special furniture or wedding fixtures is the responsibility of the wedding party.
· All Ceremony Decorations must be down 1 hour after Ceremony.

· Due to Foursquare bi-laws, we are not able to allow alcohol on any New Song Campus.
· Bird Seed, Bubbles, & Rose Petals are the only approved things that may be thrown – outside only.
· All rooms used by the wedding party are to be left in the condition they were found. The wedding party is responsible for providing their own clean up team.
· The New Song Wedding Coordinator will assist you with the following:

· Helping you put together your Order Of Service and Timeline of your wedding day

· Securing sound and facility personnel
· Receiving and disbursement of monies for all paid personnel
· Overseeing the wedding rehearsal
· Providing & setting up Communion elements 

· Overseeing the wedding ceremony (Processional/Recessional)

· Arriving 3 hours before wedding begins and overseeing the flow on your day to keep everyone on schedule
· Assisting officiating Pastor for wedding details

· The New Song Coordinator is not responsible for the following unless special

arrangements have been made:

· Set-up of any special fixtures
· Scheduling band
· Cleaning up facility after ceremony

· Overseeing the reception

· Assisting the Photographer and/or decorator 
· Flowers/ Corsages or Boutonnières

· The New Song Facility Coordinator will assist you with the following:

· Have table with black cloth for communion

· Set up on Friday for Rehearsal and/or Rehearsal Dinner

· Arrive 15min. prior to event start time

· Oversee transition from ceremony to reception
· Oversee clean up

· Work with Family members to see Wedding gifts are taken care of

· Make sure Worship Center is ready for Sunday morning
· The New Song Sound Technician will assist you with the following:

· Arrive at Rehearsal 30min. prior to for set up, take notes during Rehearsal, test CD’s, mics, etc. as needed

· Arrives early day of wedding

· Performs all audio needs on Wedding Day

· Set up extra portable sound system on request for reception

· Records the ceremony on CD 

· Additional fees include: Projection Tech to run DVD/Video media and Power Point, engineering an extra full band or jazz band for receptions, setting up audio feed for videographer and channels for DJ

EXPENSES

Couple planning wedding on the New Song Woodbine Campus can expect the following expenses for their budget.

· Wedding Coordination (Includes Rehearsal & Ceremony)

$300

**Available to do receptions or for additional fee**


· Sound technician (rehearsal/ceremony only)



$100
· DVD/Video media and Power Point, engineering an 

extra full band or jazz band for receptions, setting up audio 

feed for videographer and channels for DJ will be extra.

· Cleaning/Set up for Ceremony




$100


· Cleaning/Set up for Ceremony & Reception



$150


· Suggested donation for Officiating Pastor 



$200
(no gift cards please)
Please have all checks to wedding coordinator by the rehearsal dinner. The wedding

coordinator will give you a list of names to make your checks out to 1 week prior to the rehearsal dinner.

I have read the wedding policy of New Song Christian Fellowship that has been provided to me and I understand and accept all expectations and regulations listed in it. All wedding participants will be informed of the policies pertaining to them, including the photographer and florist. Any infractions by any member of the wedding party will result in additional charges to me as outlined in the policy or as determined by the church administration. New Song Christian Fellowship is hereby released and discharged from any liability for injuries to persons or losses or damages to personal property incurred by the wedding party and/or guests. The wedding party further indemnifies, saves, and holds harmless New Song Christian Fellowship, it’s officers, directors, agents, employees, and representatives from any liability to third persons, that may be incurred as a result of the use of New Song Christian Fellowship.

Signature: _________________________________________________
Date: ____________
NEW SONG CHRISTIAN FELLOWSHIP

Example Wedding Schedule (1pm Wedding)

Friday

Decorate Cell Room and Foyer

4:00 
Rehearsal begins (Wedding Coordinator or Officiating Pastor)

4:15 
Wedding Coordinator welcomes and prays 
4:25 
Wedding Coordinator explains process of the evening

- place couples

- discuss standing positions and movement

- discuss walking in and out (with moms and dads)

- walk through (timing music)

4:40 
Begin walk through of ceremony with Pastor
5:00 
Discuss time for Saturday and directions for dinner

5:30
Rehearsal Dinner Begins

Saturday

9:00 
Musicians Sound Check (1 hr to rehearse)

9:30 
Bride and Bridesmaids ready

9:30 
Groomsmen arrive ready

9:45 
Flowers Distributed
10:00 
Girls pictures

11:00   Guys pictures


12:15   Begin Ushering
12:30 
Candles lit
12:45 
Grandmothers in 

12:50 
Mother in 
1:00 
Music begins for wedding party 

Bride in
2:30 
Ceremony Ends

2:30-3
Pictures with wedding party

Reception

2:30-3
Band or CD begins as people arrive

2:30
Begin serving food
2:45 
Wedding Party and Bride and Groom introduced 

3:00 
Begin dances

3:15 
Cut cake(s)

3:20
Toast
3:40
Dancing/Music Continues
3:55
Bride and Groom prepare to leave

4:00
Bride and Groom leave 
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