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Reception!
Nampa First Church

of the Nazarene

601 16th Avenue South, Nampa, Idaho 83651

Phone 466-3549   Fax 466-9465


Nampa First Church of the Nazarene

Reception Guidelines

It is our wish that your reception complement the happy time surrounding your wedding celebration.  We hope to relieve your anxiety by assuming some of the responsibility.

The following policies are adopted by the Church Board and must be followed for all receptions. Your reception coordinator will answer any questions you have about these policies.

1. All receptions held at Nampa First Church must be cleared with the church calendar in advance so that no conflict occurs between the reception and scheduled church activities.  Contact the NFC Facilities Coordinator as your first step well in advance.

2. A deposit of $100.00 is required upon approval of the date for the reception (not required in addition to a wedding deposit). The deposit will be applied to your fees after the reception, upon satisfactory inspection of the facilities by the Facilities Manager.

3. All wedding receptions are required to use the services of a NFC Reception Coordinator.

4. A reception held on Saturday cannot be scheduled to start after 2:00 p.m. (or immediately after a wedding) and must end by 4:00 pm due to work involved setting up for Sunday by the custodial staff.

5. Facilities reserved for your reception are available for your use at 10:00 am on the day prior to your event. This is the earliest time you may enter the facilities for decorating, etc.

6. The church is not responsible for loss or theft that takes place during the reception.

7.
Throwing of rice, birdseed, confetti, or any other material is strictly prohibited.  

8.
All fees will be billed to you immediately following the wedding and are due and payable upon receipt.

9. Only drip less candles may be in used in the church facilities, and the coordinator must approve all candles.  A mat must be placed under all candles to catch the wax. Tea lights are not to be used in any area unless they are contained in a previously approved receptacle.

10. Use of and moving of church greenery must be approved in writing by the custodial    supervisor.

11. It is our policy that none of our musical instruments (piano, organ, drums, etc.) or sound equipment (speakers, monitors, bass woofers, etc.) may be moved without prior approval from the Sound Technician or the Music Minister.

12. Gifts must be removed from the church immediately following the reception.

13. No drinks with red dye may be used in any church facilities.  Red dye will permanently stain carpets and tablecloths.

14. No pyrotechnics may be used.

15. No nails may be used to hang up decorations.  Decorating plan must be presented with the Facility & Equipment Use Form and approved two weeks prior to the event.  No changes may be made without written approval from the Facility Manager.

16. Participants of all receptions held on the grounds of Nampa First Church will abstain from the use of alcoholic beverages and tobacco.

17. No dancing is allowed in any NFC facility in accordance with the Church of the Nazarene Manual.

Coordinator's responsibilities include:

  1.
Discuss the details & layout of reception with all parties, including family, facility coordinator, custodians, kitchen help, and sound people, etc.

  2
Have custodians set up tables, chairs, and other chosen items.

  3.
Arrange for amount of kitchen help dependent on size of reception and activities planned.

  4.
Set up punch, coffee, and cake tables with necessary items.

  5.
Position napkins, forks, plates, cups, and silver or crystal.

  6.
Prepare the punch and coffee for serving.

  7.
Replenish nuts, mints, drinks, napkins, cups, plates, silverware, etc. during reception as needed.

  8.
Collect church items to clean and put away at a reasonable time after reception is completed.

  9.
Coordinate the servers, kitchen help, and work with the caterer if one is needed.

Family's responsibilities include:

  1.
Choose reception items available for use.   

  2.
Meet with the coordinator to discuss details of reception including fees as indicated on the following schedule.

  3.
Decide on arrangement of tables, chairs, dividers, etc.

  4.
Plan "receiving line" location if applicable

  5.
Furnish ingredients and recipe for punch and coffee, cream, sugar, silverware, napkins, nuts, and mints.

  6.
Arrange time with the cake decorator to set up (about an hour before reception). 

  7.
Furnish your own paper products.

  8.
Provide any floral arrangements and other decorations you may choose. Decorations will need to be discussed and must be taken down immediately following the reception.

  9.
Provide two cake servers and two beverage servers.  Provide at least two people to pick up and take dishes to the kitchen sporadically during reception. Number of helpers needed depends on the size of the reception.  All of these people will need to meet with the coordinator at least five minutes before the reception starts to go over instructions.

10. Discuss sound needs - cassette tape, microphone, and/or pianist.

11. Immediately following the reception family must provide a crew to dismantle decorations, remove tablecloths, gifts, table decorations, etc.  The family is responsible for removing all of the items they have brought in.

RECEPTION SUPPLIES INVENTORY

RECEPTION SUPPLIES AREA #1
SILVER SERVICE ITEMS 

   Punch bowl (2 ½ gallon) with ladle and tray

   Coffee server (25 cup)

   Creamer and sugar bowl with tray

   Misc. size silver trays 

   Misc. size mint and nut dishes 

   Candle holders (2), hold 3 candles each

   Toasting goblets

   Silver coffee service (2)   

CRYSTAL SERVICE ITEMS

   Crystal punch bowls (5 various sizes) with ladles

   Misc. Mint and nut dishes 

   Elegant napkin holder (1)

   Misc. cut glass and milk glass bud vases

   Gold plastic ivy bowls (10)

   Misc. clear plastic trays and mint and nut dishes

   Misc. cake servers

OTHER ITEMS STORED IN BASEMENT
   Glass hostess trays with cups (300 sets) – now at top of stairs

   Round plates and cups (250 sets) – now at top of stairs

   White wooden arch

   Garland and flowers to decorate arch

   3 tiered fake wedding cake

Updated 7-20-10

RECEPTION  SUPPLIES  AREA #2
TABLECLOTHS – solid white 

31 white round tablecloths – on wooden storage cart

30 white round tablecloths for wedding receptions – hanging 2/hanger

4 white rectangle-serving tablecloths

4 white table skirts – full size

2 white table skirts – long partial size

2 white table skirts – short partial size

Misc. white rectangle-serving tablecloths – various sizes
White Lace

30 white lace round tablecloths

4 white lace rectangle serving tablecloths

4 white lace floor length rectangle serving tablecloths

2 white lace table skirts – full size

2 white lace table skirts – long partial size

1 white lace table skirt – short partial size

1 cream color lace rectangle serving tablecloth

1 cream color lace table skirt – full size

1 white sheer round tablecloth

3 white sheer table skirts

Misc. white lace round tablecloths – 2

Misc. colors of vinyl round tablecloth liners – stored in bins

Misc. colors of vinyl rectangle serving tablecloth liners – stored in large bin on floor

Misc. colors of vinyl skirting – hanging at back of closet

OTHER ITEMS

Tablecloth clips

Table squares of fabric for centerpieces (misc. colors)

30 gallon black trash can covers (3)

Pre-hung white sheer fabric to hang over dividers (8)

Misc. colors of fabric to decorate dividers

White chair back covers (275)

8 sets of clear lights – white cord

3 sets of clear ice cycle lights – white cord

2 sets of clear lights – green cord

Netting pieces – various colors

Special occasion bow ties and cummerbunds

Netting and lights for ceiling canopy located in table closet
Updated 7-20-10
RECEPTION  SUPPLIES  AREA #3

DECORATION ITEMS

 Paper wedding bells – various colors

 Green, burgundy, cream raffia

 Misc. ribbons

 Examples of types of wreaths (number available is noted beside each one)

 Examples of types of garland

 Flower petals – various colors

 Brown wooden candle stand – 8 total (7 in storage area #4)

 Wrought iron fencing

 Thank you banner

 Heart shaped gift cardholder

 Picture frames – small, hold 2 pictures – 19 total

 7 small favor bags

 3 pkg paper doilies

 Clothespins

 Name placeholders

 Plastic bin of spring/summer flowers

 2 bags of pearls

 Flower pics

 Heart shaped gift cardholder

 15 cylinder glass vases – 8” tall

CENTERPIECES

 46 glass bud vases

 26 fish bowls – 7” high

 7 lg flat fish bowls

 4 sm flat fish bowls

 29 ivy bowls

 30 hurricane bowls – 8” tall

 3 sm hurricane bowls

 24 tall slender black vases

 2 glass 6” cubed vases

 6 sm glass plates

 14 gold sherbet bowls

 40 mirror tiles

 Clear glass rocks

CANDLE HOLDERS

 18 star taper holders

 17 misc. taper holders

 22 votive holders
82 votive candles in holders – used

CANDLES AND ACCESSORIES

 21 used 3” pillars – red

 1 white used candle – 10”

 5 white used candles – 6”

 6 white used candles – 4”

 10 red votive candles

 30 white flameless candles – pillar 6”

 14 purple candle sleeves

 Candle jewelry 30 gold, 30 silver, 9 beaded

 Gold and silver netting for candles

 19 floating candles

 8 flower floating candles
FUNERAL TABLE CENTERPIECES

 9 spring bird’s nest with pink flowers

 16 blue hydrangea bouquets with blue, green ribbon 

 14 wreaths with ivy and flowers
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RECEPTION  SUPPLIES  AREA #4

FLOWERS

Individual bins labeled with color of flowers inside

17 spring flower bouquets in metal containers

Misc. flower arrangements in baskets
TABLE WREATHS

25 grapevine with pink and white flowers

28 grapevine with no ivy
GARLAND

18 with pink and white flowers

Misc. green garland – some with flowers – most of garland is in area #1 in basement
MISC.

2 bins misc. greenery

2 pink hydrangea balls

2 pink bridesmaids bouquets

25 wrought iron center pieces that hold votive candles

8 brown wooden candle stands

1 gothic pillar

Misc. baskets

4 tall white wicker beauty baskets

6 birdhouses

5 watering cans

36 green metal buckets

St. Patrick’s flags

Valentine hearts –3
EASTER DECORATIONS

14 Easter Lilly flower arrangements

14 paper gold crowns

20 green Easter baskets

Large carton of Easter baskets and grass
FALL DECORATIONS

2 boxes of fall leaves

12 flowerpots with flowers

2 baskets of flowers

7 twig flower boxes with 27 small clay pots

2 bags of fall leaves and ribbons

11 small pumpkins

17 brown flowerpots with fruit pics

Misc. ribbons, flowers, Indian corn, raffia, moss, and leaves

1 fall swag

1 small bale of straw
CHRISTMAS DECORATIONS

3 bins of candles – 1 red and white, 1 gold, 1 silver

21 small trees for table centerpieces

31 quilted table squares

2 bags of MAF pictures

5 plain garlands

1-lighted garland

6 small wreaths

Misc. small pieces of greenery

11 small wooden mangers with stars

1 box of gold bows and gold balls

1 box gold garland

Red and gold bows

Red beaded garland

1 red and gold tree skirt

5 small candle wreaths

Box of pinecones and small red poinsettia

1 large green wreath

1-box flowers and beaded garland

1 24” tree

1 poinsettia bouquet

7 boxes (2 each) large lighted snowflakes

Misc. lighted garland
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Nampa First Church

of the Nazarene


601 16th Avenue South  (  Nampa, Idaho 83651  (  (208) 466-3549

Fax:  (208) 466-9465  (  email: nfc@nfcnaz.org

            WEDDING RECEPTION

                                     FEE SCHEDULE-NFC Church Family Only
Calendar Confirmation Fee/Damage Deposit




$ 100.00*
(This deposit will be applied to your bill if no damages occur.)

*This deposit is not required if the reception is in conjunction with a wedding held in our

 facilities and a wedding deposit has already been paid.  It will be applied to your fees upon satisfactory inspection of the facilities after the wedding by the Facilities Manager.  The cost of any damaged items will be deducted from the deposit at fair market value.
NFC Church Family/Regular Attenders Use Only:  The fees below are charged to cover “out of pocket” expenses incurred by the church for these events (i.e. utilities, restroom supplies, paper goods, etc.).  NOTE: This discount does not apply to fees for workers who are hired for their activity (e.g. coordinators, technicians, & youth department representatives).

Room Rental Rates (1/2 price):

Ferdinand Hall
$137.50

Gymnasium
$150.00

The Forum
$87.50

Kitchen
$37.50
Required Workers:

Wedding/Reception Coordinators: (Work in teams of two)


$ 15.00/hr per person
Kitchen Supervisor




$ 15.00/hr
Kitchen Assistant (depending on size of event, may not be needed)

$ 12.50/hr.

Custodial Fee (up to 5 man hours)




$  75.00

(Additional hours at $15.00 per man hour as needed)

Sound Operator (required for more than 1-2 microphones)
$ 25.00/hr. (max $ 150.00)

Tablecloth Rental




$3.00/each

Chair Back Cover Rental




$   0.25/each

*Individuals involved in your wedding such as musicians and clergy are the direct responsibility of the bride and groom.  You may discuss customary honoraria with our Wedding Coordinators.
Guidelines for Receptions held in NFC Facilities are available at the Church office
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Nampa First Church

of the Nazarene


601 16th Avenue South  (  Nampa, Idaho 83651  (  (208) 466-3549

Fax:  (208) 466-9465  (  email: nfc@nfcnaz.org

RECEPTION REGISTRATION FORM

After staff approval of your requested reception date, return this completed form along with your $100 deposit.  Upon the church’s receipt of these items, your date will be confirmed on the church facility calendar and your coordinator notified.  Your coordinator will then contact you to make further arrangements.

Title/Type of Event 

ADVANCE \d7
Daytime Tel 


ADVANCE \u7Name of Person

ADVANCE \u2Responsible for Fees                                                          
Evening Tel 


ADVANCE \d3Address 
  City                       State ____ Zip 


Date requested for reception                                      Alternate date 



Time requested for reception                               (2:00 pm is the latest time allowed on Saturdays)

Room requested for reception _____________________________________________________
Type of reception:     o  Cake & Punch     o  Buffet & Dessert     o  Formal Dinner 

FOR OFFICE USE ONLY
Approved by Staff                                                     Calendar Date Cleared 

Deposit Due: $100     Date Paid:                       Ck # _____ 

Refund Due:                        Date Paid: 

Base Fees Due:  Reception $                                          Date paid: 


Custodial Comments: 


                           ADVANCE \x110 o  Other:  


2/4/15

