Planning Your Reception 
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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.

SILVER SERVICE ITEMS AVAILABLE FOR USE:
Punch bowl (2 ½ gallon) with ladle and tray

Creamer and sugar bowl with tray

Large round trays (2)

Oval trays, 1 large and 2 smaller 

Small round tray with one-inch sides (1)

Mint and nut dishes (heart and round shaped), two sets

Candle holders, holds 3 candles each (2)

Toasting glasses 

Stainless steel silverware

CRYSTAL SERVICE ITEMS AVAILABLE FOR USE:
Crystal punch bowls (2) with ladle 

Glass hostess trays with cups (300 sets)


Mint and nut dishes


Napkin holder


4 half moon crystal dishes

ALSO AVAILABLE FOR USE ARE THE FOLLOWING ITEMS:
Crushed ice machine

White wooden arch

White wicker beauty baskets for flowers or plants (2)

Oak table or podium to be used for the guest book

8 ft. gift table

Hurricane lamps (34)

Centerpieces 

Centerpiece Mirror Mats

2 Topiaries

2 Dogwood trees

Misc flower vases and candleholders

White chair back covers (275).  There is a $.25 cleaning fee per cover.

Thank you for the opportunity to work with you in planning your reception.  You must call the coordinator at least two weeks before the reception date with any last minute changes.

* Note that extra cleaning fees apply to the use of these items.
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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

*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.

Reception Coordinator (Fellowship Hall)
100.00

Custodial Fee (5 man hours)
35.00


Any time over 5 man hours will be


charged at $10 per hour.

Sound Operator (required for more than 1-2 microphones)
25.00 / hour

Kitchen Coordinator Fee
15.00/hour


Additional helpers at $8.50 per hour

For all receptions over 150 guests the following personnel will be required:


Reception Coordinator Assistant
15.00/hr 

Non-Member Facility Use Fee
    150.00

This fee is charged only to non-members whose wedding is

being officiated in NFC facilities and who are using NFC reception facilities.
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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)

Location of reception                                                                    Time 


Type of reception:     (  Cake & Punch     (  Buffet & Dessert     (  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 (  Other:  

For couples who regularly attend NFC and complete the pre-marriage classes, wedding scholarships are provided that offset most of the wedding costs.  You can discuss the details with your reception coordinator.
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