
St. John United Church of Christ 



 

Welcome 
 
Congratulations on your engagement! All are welcome to begin their married life at St. John United Church of 
Christ regardless of religion, age, race, nationality or sexual orientation. We do not require membership or marital 
classes, and you are able to choose your own Officiant and musicians. This wedding packet should answer most of 
your questions as you begin planning. It is not meant to be restrictive, but to give you as much information as   
possible. Please read it carefully and our Event Coordinator will be happy to answer any further questions you may 
have. We look forward to working with you to make your wedding day memorable and only ask that you abide by 
the Rules & Procedures of the church laid out in this packet.  

 
 

Booking Your Wedding 
 
Read this wedding packet so that you are aware of our Rules & Procedures. Contact our Event Coordinator to 
schedule a tour of our campus and to check availability if you have a preferred date. If your date is open, she will 
put your date “on hold” for up to two weeks. If someone else wants your date, you will have 24 hours to book it 
first. To book your date, fill out our Wedding Agreement Form on page 11 and mail it in along with the $350 damage 
deposit (please list both last names and your wedding date on the check’s memo line: Smith/Thomas 12/17/19). 
Send an email of an engagement/couple photo. Once we have received these items, your date is officially booked. 

 
Contact Information  
 
Lisa Raines, Event Coordinator   By Appointment only 
 

St. John United Church of Christ  Cell: 502.689.0085 (Please leave message with name and wedding date) 
 

email  stjohnuccweddings@gmail.com  website  www.saintjohnucc.com 
 

 
Other Links 
 
Please “like” our wedding Facebook page for announcements from us, church campus and wedding photos & videos, 
tips, information about upcoming wedding shows and more: www.facebook.com/StJohnUCCWedding 
 
Visit our Pinterest boards for photos, videos, vendors, reception sites, Officiants, musicians, rice alternatives, pew 
décor ideas and other helpful information: www.pinterest.com/stjohnucc 
 
We are members of the Louisville Wedding Network. They host many weddings shows throughout the year. All 
vendors offer 5% off or a purchase credit if you book two or more LWN vendors: www.louisvilleweddingnetwork.com 
 
We are members of the Fair Event Vendors Alliance and welcome all to marry at St. John UCC: www.fairvendors.org 
 
We are members of Louisville Wedding Essentials and participate in the yearly wedding show at the Louisville Boat 
Club. Find a list of LWE vendors here: www.louisvilleweddingessentials.com 

Cover photos: Amanda May Photography 
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Checklist 
 
 ⃣   Final fee due 60 days prior to ceremony: ______________________________________________  ( print date) 
  
 ⃣   Forms (pages 12-15) due 30 days prior:  ______________________________________________  ( print date)  
 
Forms Forwarded:   ⃣   Officiant      ⃣   Musicians      ⃣   Florist      ⃣   Photographer      ⃣   Videographer 

 
Index 
 

4  RATES & PAYMENT │ WEDDING PROGRAM INFORMATION 
 
5-8  RULES & PROCEDURES 
 
9  ITEMS WE PROVIDE 
 
10  PLANNING YOUR TIME FRAME 
  HIRING OUR EVENT COORDINATOR 
 
11  WEDDING AGREEMENT FORM  
  Returned upon scheduling your wedding date along with the damage deposit of $350 and a .jpeg 
   couple photo emailed to stjohnuccweddings@gmail.com.  
 
Must be returned 30 days prior to your wedding date: 
 
12  MARRIAGE RECORD FORM  
  St. John records all weddings in their historic record book dating back to 1848. 
 
13  WEDDING QUESTIONAIRE 
  This information is given to the Event Assistant for the set up of your wedding. 
 
14  WEDDING VENDORS 
   
15  WEDDING COORDINATOR AGREEMENT 
  This must be signed and returned at least 30 days prior if using an outside coordinator.  
 
Forward these forms to the appropriate vendors: 
 
16  OFFICIANT & MUSICIANS 
  Share this page with your Officiant and musicians when planning your ceremony. 
 
17  FLORIST 
  Share this page with your florist at your planning session to inform them of what is furnished at    
  St. John UCC and the rules and procedures pertaining to decorations. 
 
18  PHOTOGRAPHER & VIDEOGRAPHER 
  Share this page with your photographer and videographer so that they are aware of the rules and
  procedures pertaining to photography and videography on our campus. 
 
19  RECOMENDED VENDORS 
  A list of Officiants, Organists, Musicians and nearby Reception Venues. 
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We host ceremonies any day of the week, including some holidays. Exceptions include Bock Fest (held the last    
Saturday in March), the day of Thunder Over Louisville, NuLu Fest (held the last Saturday in September), Thanksgiving 
Day, Christmas Eve and Christmas Day. 
 
Our Fee Includes 
 
Our fee includes the use of the church, the first floor of the Parish House (dining room, kitchen, parlor and restroom), 
the St. John Event Coordinator (questions, paperwork, payment, etc.), our Event Assistant (set up and clean up), the 
use of the organ, piano, heating, A/C, Altar candles, and the general use of the buildings, one hour for your rehearsal 
(directed by your Officiant and your chosen coordinator) and the three hour time frame on your wedding day.  
 
Our Event Coordinator will be on campus during your rehearsal and wedding to ensure everything the church    
provides is set up according to the Wedding Questionnaire on page 13, and answers questions from your Officiant, 
musicians, coordinator, florist, etc. She also enforces our Rules & Guidelines. The St. John Event Coordinator has final 
say on any issues. She does not coordinate your ceremony unless hired by you to do so (page 10). Our staff does 
not decorate: place candles, aisle runners, flowers, etc. 
 
Cancellation Policy 
 
The damage deposit is not refunded in the case of cancellation as the deposit guarantees your date and prevents 
the church from booking it otherwise.   

 61 days or more prior to date: Forfeit 100% of deposit and lose 25% of rental fee paid. 
 60 days or less prior to wedding: Forfeit 100% of deposit and 50% rental fee paid. 
 
Additional Time 
 
You may purchase additional time in advance as it is not guaranteed if not secured prior to your ceremony. If 
you go beyond your allotted time (Rehearsal: 1 hour / Wedding: 3 hours), you will be charged an additional 
$100 per hour deducted from your damage deposit (5-60 min. $100, 61-120 min. $200, etc.).  See page 10 for 
timing guidelines. 

 

Rates & Payment 

  

DISCOUNTS 
(one discount per wedding): 

 
 5% discount when you book  

St. John UCC and one other 
vendor that is a member of the 
Louisville Wedding Network. 

 
 
 Ceremonies held within 90 

days of the booking date will 
save $100.00 off the normal 
fee. 

Damage Deposit (due upon booking) $    
   

January-March rate (due 60 days prior to wedding)   
  
Sunday through Thursday: $     
Friday, Saturday & Holidays: $  

   

   
Sunday through Thursday: $     
Saturday & Holidays: $  

April-December rate (due 60 days prior to wedding)    

350.00 
 

 
1,000.00 
1,300.00 

 

 
1,200.00 
1,600.00 
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Rules & Procedures 
 
Wedding Times 
 
We are very flexible with wedding times. On Saturday nights, our facilities must be vacated by 8:30 pm. For Sunday 
ceremonies, you may enter as early as 1:00 pm. Talk to our Event Coordinator about your preferred times. You must 
choose times at booking, but you may request a time change 60 days or more prior to your ceremony. We cannot 
guarantee altered times as there may be another wedding booked, but we will do our best to accommodate you. 
See page 10 to help with the planning of your time frame. 
 
The Sanctuary 
 
No food or drink is permitted in the Sanctuary. Please do not let children run in the sanctuary or play on the Altar. 
This is a sacred space and we expect it to be treated with respect. The use of the electrical plugs in the Narthex 
(church lobby) are prohibited due to the age of our building, but we have many outlets in the Sanctuary for your    
photographer and videographer to use. The front doors will be opened by our Event Coordinator or the Event  
Assistant on your wedding day 40 minutes before your ceremony unless otherwise requested. Please do not try 
to force the doors open as they are old and very expensive to repair.  
 
The Altar 
 
All furniture on the Altar and surrounding area must remain in place and cannot be moved. This includes all Christmas 
decorations (see our Pinterest or Facebook pages for Christmas décor photos). The Event Coordinator will light the  
Altar candles and turn on the light for the Altar cross. Your ushers light the aisle candles and candelabras if used. You 
may place a unity candle, sand ceremony set, etc. and flowers on the Altar. We have a lower and upper pulpit you 
may use for readings—both have microphones. We do not allow music stands or other items on the Altar. 
 
Church Bells 
 
You are welcome to have the church bells ring before the bride descends and at the Recessional. The switch is 
located in the choir loft and is operated by your musicians. If you are using the piano and not the organ, therefore 
having no musicians in the choir loft, you can designate someone over 18 to operate the bell switch.  
 
Aisle Décor / Petals 
 
Your flower girl is welcome to toss real or artificial petals. If you want to line the center aisle with a thick layer of 
real or artificial petals, you must provide someone to clean them up after the ceremony. The rest of the church   
décor is cleaned up by our staff. You may place ribbon and flowers on the aisle candlesticks, but we do not allow 
anything that will leave a residue or damage them. Pipe cleaners and floral wire are preferred for attaching flowers 
and ribbon to the candlesticks. Please read the information provided for the Florist on page 17.  
 
Seating 
 
The sanctuary seats 800, however most of our couples host 150-300 guests. For these weddings, we only use the 
two sections of pews off the center aisles for seating. Guests are seated from outside the aisle as the center aisle is 
ribboned off and reserved for the wedding party only.  
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Music 
 
A variety of organists, pianists, string quartets, harpists, singers, etc. perform at weddings in our sanctuary. You may 
only use one of our authorized organists due to the complexity of the instrument (page 19). Other musicians we 
have worked with can be found on our Pinterest board: Officiants/Music or you may choose your own. Most      
musicians play from the Choir Loft behind the Altar. They also control the switch for the church bells during your 
ceremony, so be sure you let them know that they are responsible for this. If you are using our Steinway & Sons 
piano and not the organ, you may designate someone 18 or older to work the bell switch. Our Event Coordinator 
will go over the details with them. You may use music that is not religious as long as it is tasteful. 
 
Sound System 
 
No alterations may be made to our sound system. There is a cordless lapel microphone for the Officiant and 
corded microphones in the Choir loft, on the Altar pulpit, and in the raised pulpit, all of which go through our 
sound system. We have great acoustics in our sanctuary. You may use a computer, or other device for music if you 
prefer. The device would be set up by a microphone so that the sound will carry throughout the church so an ex-
ternal speaker is recommended.   
 
Wedding Rehearsal 
 
Typically the rehearsal is scheduled the evening prior your wedding, no later than 6:30 pm. If your rehearsal 
evening falls on the first Friday of the month, your rehearsal will need to be completed by 6:00 pm as we participate in 
the First  Friday Hop (March-December). If a wedding is booked the same day/time as your rehearsal, we will 
contact you to adjust your rehearsal time. For your benefit, we suggest that your Officiant be present at your  
rehearsal. Your coordinator must be present at the rehearsal. Please make sure that your wedding party arrives 
five minutes early in order to begin on time. We do not open the front doors for rehearsals, so please enter 
through the church office doors. Our staff arrives early to prepare the building for your use and will unlock the 
door when ready. Your rehearsal must be completed in an hour, which is plenty of time as your details should 
already be planned by your coordinator. Be sure not to go over your scheduled time to avoid an overage fee.  
 
The Parish House 
 
Use of the Parish House is included in your three hour time frame. Typically part of the wedding party uses this 
space as a dressing and holding area if you are not going to see one another before the ceremony. The other 
party waits in the church and arrives dressed. You may also share the space if you like. You have the use of the 
downstairs which includes the dining room, kitchen, parlor and restroom. Please keep food and drinks in the 
kitchen and dining area—they are not allowed in the parlor. The blinds in the parlor may not be raised but you 
are welcome to open and close them. No one is permitted upstairs. The Parish House must be left clean, so please 
designate someone to clear out your belongings and ensure that your trash is placed in the provided trash cans. 
Any furniture moved must be put back in place. A $75 cleaning fee will be deducted from your deposit if you fail to 
leave the space as you found it. If the carpets in the Parlor have to be professionally cleaned following your use, the 
cleaning fee will be deducted from your deposit as well. 
 
The Parish House is locked during the ceremony and you are welcome to leave items there. Any items left must be    
removed by the end of your time frame. See our Event Coordinator or Event Assistant to unlock the building when you 
are ready to retrieve your items. We are not responsible for lost items. Please call if something was left behind. 
 
Smoking, Alcohol and Illegal Substances 
 
No smoking is allowed in our buildings. You may smoke in the courtyard but please dispose of your cigarette 
butts in a trash can. No alcohol or illegal substances are allowed on the church property. Consumption of such prior 
to or during the wedding may, at the discretion of our Event Coordinator, prevent a person from participating in 
the ceremony or being admitted.  

6 

https://www.pinterest.com/stjohnucc/m-i-n-i-s-t-e-r-s-m-u-s-i-c/�


Hiring a Coordinator 
 
We strongly encourage you to hire someone experienced to coordinate your ceremony. You have a lot of time and 
money invested in your wedding day, you do not want to leave the details to chance or have a family member or 
friend do it for you. If you do not have a wedding coordinator, you may hire our Event Coordinator to direct your 
rehearsal with your Officiant and orchestrate the Procession and Recession on your wedding day for a fee of 
$150.00. She will email a document for you to fill out with the details of your ceremony and use that information to 
type up the order with times and details. Regardless of whom you choose, it is important to have an experienced 
person.  
 
Child Care 
 
A child care provider can be arranged through Family Tree Care Services. They will provide professional care for 
children of those attending the wedding using our facilities. You must arrange for child care with them if needed at 
502.895.9998. We do not allow persons other than The Family Tree Care Services to provide this service due to    in-
surance purposes. The Nursery is in the Parish Hall, right beside the Parish House.  
 
Marriage License 
 
The wedding cannot be performed without the license and we ask that you bring it to the rehearsal. You may want 
to leave it in the care of your Officiant or have it secured at the church by our Event Coordinator. Contact the County 
Clerk’s office to obtain your license Jefferson County: 502.574.5700 
 
 
Parking 
 
Our parking lot is behind our campus off Clay Street. Our lot is available to you and includes 30 spaces, two of 
which are handicap spaces. Please advise anyone needing the handicap ramp to arrive early. We have a ramp that 
leads to the church office (in back of the church) so they will need to enter though those doors. The doors in the 
office lead to the sanctuary and can accommodate a wheelchair. Additional parking is located on side streets. A 
TARC stop is located in front of the church: www.ridetarc.org 
 
Candles 
 
Your florist may use their own candles, but they MUST be beeswax/dripless candles. You will be required to have 
the pews cleaned by an outside company otherwise. If you want to purchase your own candles, we require that 
they come from Tonini Church Supply. These candles fit perfectly and will not drip excessively on the pews. These 
candles are also required for the 13 branch candelabras. You are welcome to have someone place them during 
your rehearsal if there is not another wedding prior to yours. 
 

 Tonini Church Supply  966 Breckenridge Lane, Louisville, KY 40207  502.897.7100  
 

 Stearine candle with self fitting end, 7/8" X 12":      Item # CS4STS      24 candles: $40.10 / $1.67 each 
 
If you are using a unity candle with tapers, they do not have to be dripless as our stand is placed on the Altar over 
plastic. Please see the Florist Information on page 17 for unity candle sizes. 
 
Wedding Programs 
 
St. John United Church of Christ is located at 637 East Market Street, Louisville, KY 40202. We have a few sketches 
of our church built in 1867 if you would like to use them on your wedding program (Pinterest│Invitations).  
 
If you use programs, they are handed out by someone of your choosing in front of the ribbon blocking the center 
aisle. The programs are handed out, and then the Usher/Escorts take guests to their seats. The Program Attendant 
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should arrive at the church an hour prior to receive direction. 
Ceremony Timing & Details 
 
Your florist should arrive at the beginning of your time frame to decorate. If you are using an aisle runner, we         
recommend that you have the florist pin it down prior to the ceremony (you can have it pulled down during the     
ceremony as well). Unless otherwise requested, the front doors of the church are unlocked and opened 40 minutes 
prior to the ceremony after all of the candles are lit. All décor and photos in the sanctuary must be completed by 
this time. Guests enter through the center doors. The Narthex doors leading to the sanctuary are not propped open 
so that we can maintain the temperature in the church. The Ushers will wait until the guests enter the center doors 
to the sanctuary to seat them in the pews on either side of the center aisle. Seating does not take place down the 
center aisle. If you have a program attendant, he or she may give out the programs in front of the ribbon across the 
center pews (the ribbon is placed by you or your florist) so that guests may receive a program before being seated. 
 
The wedding party is brought over from the Parish House approximately 8-10 minutes prior to the ceremony through 
the side door of the church closest to the Parish House. A “Do not enter” sign is placed on this door. A divider is    
provided so that the wedding party is not seen. Everyone walking out with the Officiant will wait in the church office. 
The office doors are locked 10 minutes prior to the ceremony. It is recommended that grandparents, etc. are seated in 
a back pew until the ceremony is set to begin so that they are easily located by the coordinator. 
 
The outside center doors are closed 5-10 minutes prior to the ceremony and a sign is placed on them instructing 
guests to enter through the doors on the Clay Street side (as not to disrupt your coordinator in lining-up the bridal 
party). Once everyone is in order, our Event Coordinator will remove the ribbon from across the center aisle and 
signal the musicians that it is time to begin. The center doors will then be propped open by the Event Coordinator 
and the Event Assistant. At that time, your coordinator will listen for your selected music to begin the ceremony 
and will direct the wedding party. When it is time for the bride to walk down the aisle, our staff will close the doors 
to the Narthex so that the bride can line up with her escort. The church bells will ring (if desired) before the music 
begins, and the doors will be opened by our staff when the Bride’s Processional music begins. 
 
After the ceremony, the wedding party will depart the church from the center front doors (they will already be 
opened by staff). You may wait in the courtyard, the church office or the Parish House for guests to disperse so 
that your photographs can be taken unless you are doing a “Grand Exit” and then those details would apply. Please 
do not schedule more than 40 minutes for photos after your ceremony in respect for your wedding guests.  
 
The aisle candlesticks will be removed, beginning with the front row, so that the photographer can take family photos. 
Please let us know on the Wedding Questionnaire if you want aisle photos taken first before they are removed. You 
may take photos outside beyond your three hour time frame as long as there is not another wedding party waiting 
for access. Be sure to have your items out of the both buildings by the end of your time frame. 
 
Grand Exit 
 
You may plan a “Grand Exit” at the end of your ceremony. You would exit the church as normal, and either wait in 
the courtyard, Parish House or office until your guests have all gathered outside. You would designate at least four  
people to hand out items used, and the wedding party would line up on either side of the path to your vehicle. You 
would then have a second exit using bubbles, ribbon wands, etc. but not rice (visit our Pinterest Board for more 
options). Once you enter the vehicle, it will circle the block and bring you back to the church parking lot so that you 
may take family photos if desired. Let our Event Coordinator know if you plan on doing this. Otherwise, your guests 
would leave for the reception and you would come in and take photos as usual. 
 
Vendor Forms in this Packet 
 
Make sure that when you meet with your Officiant, Musicians, Coordinator, Florist, Photographer & Videographer, 
that you give them the appropriate form from this packet. They need the information we have provided to ensure 
that your wedding day goes as smoothly as possible. This is for your benefit as well as ours! 

 
Outside Wedding Coordinator Agreement  page 15 
Officiant & Musicians     page 16 
Florist       page 17 
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Reception Hall 
 
Our Reception Hall is available for smaller weddings as it seats 100 guests or less. We provide tables and chairs and 
a kitchen for food preparations, but the stove is not available for use. You may decorate the space and hire your 
own caterer. A separate contract is required. The fee for use is $150 per hour. 

 
 Items We Provide 
 
We provide these items at no additional cost to you. You will choose the items you would like to use when you fill 
out our Wedding Questionnaire on page 13. 
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Unity Candle Stand (4) Pew Reserved Signs 

Wood Memorial Table 

Wood/Gold Memorial Table 

We also have flower baskets, a ring 

pillow and a white “Here Comes 

the Bride” sign you may use. 

(2) 36” Wood Floral Stands (26) Wood Pew Candlesticks (2) Brass Candelabras, 
13 branch 

Kneeler 

Small Guest Book Stand Large Guest Book Stand 
Communion Set 



 
 

Planning Your Time Frame 
 
(You are welcome to purchase additional time, however three hours is typically plenty) 
 
Most ceremonies last 15-20 minutes, but speak with your Officiant about timing to be sure. You will also want to 
speak with your photographer and find out what photos you are taking prior to the ceremony. Typically, one party 
takes their photos in the church while the other party dresses in the Parlor. When it is time for the other party to 
take their photos in the sanctuary, someone can be hidden in the Pastor's Study if you don't want to see each other 
before the ceremony. Then, the party walking down the aisle will return to the Parish House. The party walking out 
with the Officiant will stay in the church and office area. After the ceremony, you will want to get all of the interior 
photos you want first. You can take photos outside after your time frame if you like as long as there is not another 
wedding after yours. The church will be locked at the end of the three hours so make sure you have collected all of 
your belongings from the church and Parish House. Be sure not to leave your guests waiting too long at your reception. 
 
We recommend having the Guest Book signed at the reception. A long line usually forms if it is done in the       
Narthex of the church and we often have to tell people to take their seats so that we can start the ceremony. This 
also gives your guests something to do while they wait for you to arrive at your reception. 
 
Below is an example timeline for a 5:00 pm ceremony. Again, there are many factors when you set the times, but 
this will give you an idea. (You must have a minimum of one hour prior to the ceremony for preparations) 
 
 3:30 pm The florist decorates (places flowers on the Altar first and decorates the aisle during photos). 
   Party A gets dressed in the Parlor while Party B takes photos in the Sanctuary. Then Party A 
   takes photos in the Sanctuary and then returns to the Parlor. Party B typically waits in the 
   church office to walk out with the Officiant. 
 4:20 pm  Candles are lit, doors opened and Ushers seat guests (40 min. prior to ceremony). 
 4:30 pm Prelude music begins  (30 min. prior to ceremony) 
 5:00 pm Ceremony begins 
 5:30 pm Guests make their way to the reception site 
 5:35 pm Couple & family photos / Retrieve items from the Parlor 
 6:30 pm End of time frame 

  
Hiring our Event Coordinator 
  
Our Event Coordinator is available for hire to orchestrate your Procession and Recession for a fee of $150.00. A 
month prior to the ceremony, you will receive a form to fill out naming those in your wedding party, music and 
other    details. She will take that information and type up your Procession and Recession naming everyone (from 
the    program distributors to the Officiant), the music, and the times everything takes place during your time frame 
at  St. John UCC. She can add the Officiants portion of the service to this document if it is emailed to her. The final 
draft will either be emailed to you or you can schedule to meet with her to go over it in person. She does not assist in 
the     planning of your wedding, but relieves stress by directing the rehearsal and wedding so that they run smoothly. 
 
At your rehearsal, she will go through these ceremony details in conjunction with your Officiant. The wedding party 
will be given instructions according to their role. 
  
On the day of your wedding, she will go over the music with your musicians and advise them as to when to ring the 
church bells if you choose to use them. She will signal the musicians at the start of your ceremony and direct your 
family and attendants as practiced at the rehearsal.   
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Wedding Agreement Form 
 
Return this form, the $350 damage deposit and email a couple/engagement photo to reserve your wedding 
date and times. You MUST choose your wedding time at booking or it cannot be guaranteed. (You may request 
to alter your times, and we will do our best to accommodate you, but it is not guaranteed as we have other weddings 
and events.) Our Event Coordinator will verify that your times are available once this form is received. If a wedding is 
booked the same day/time as your rehearsal, we will contact you to adjust your rehearsal time. 
  
 Date of Rehearsal: __________________________________ Time: ______________ (Latest: 6:30 pm - 1 hr.) 
 
 Date of Wedding: ___________________________________ Time: ______________ (Latest ceremony: 7:00 pm - 3 hrs.) 
 
 Day of Week:  ___________________________________  3 Hour Time Frame: _______________ to _______________ pm 
 
 If you are purchasing additional time, please list the number of hours here:  _______________ $100 / hour 

 
The wedding party and guests MUST depart the church by 8:30 pm so that our sanctuary can be prepared for    
Sunday morning services. You may purchase additional time in advance as additional time is not guaranteed if not 
secured prior to your ceremony. If you go beyond your allotted time (Rehearsal: 1 hour / Wedding: 3 hours), you 
will be charged an additional $100 per hour deducted from your damage deposit. Any damages will be deducted 
from your damage deposit. Your florist must be scheduled to decorate at the start of your three hour time frame. 
We are not responsible for items left behind after the rehearsal or wedding. We strongly recommend that you have 
a coordinator for the Procession/Recession. Your coordinator and Officiant are required to attend the rehearsal. 
 
Return this form and the damage deposit of $350 to St. John UCC, c/o Lisa Raines 637 East Market Street,   Louis-
ville, KY 40202 as soon as your date is confirmed with her. Please also email a couple/engagement photo. These 
items reserve your date. Please put both last names and the date of your wedding on the memo line of your 
checks. (Example: Smith/Thomas 12/17/19). The damage deposit is separate from the fee and is returned to the  
address on that check. Our fee is for the use of the Sanctuary, Parish House (downstairs), our Event Coordinator 
(church tasks-not ceremony coordination), Event Assistant, the organ & piano, AC/Heat, and all things furnished by 
the church as listed on the Wedding Questionnaire. The fee must be paid 60 days prior to your wedding date.  
 
We have read the information in this packet (20 pages) and agree to abide by all of its content including Rates 
and Rules & Procedures, as set forth by St. John UCC. We will return our forms (pages 12-14) 30 days prior to our 
wedding date and will ensure that our vendors receive their informational sheet from this packet (pages 15-18). 
 
Signature:      _______________________________________________________________  Date:    _______________________________ 
 
Signature:      _______________________________________________________________  Date:    _______________________________ 
 

*Both signatures are required. 
 
Address after Ceremony:   ______________________________________________________________________________________________ 
 

 
Please print below: 
 
Applicant 1:  _____________________________________ Applicant 2: __________________________________________ 
 

Address:  _____________________________________          __________________________________________ 
 

City, State, Zip: _____________________________________         __________________________________________ 
   

Phone:  _____________________________________          __________________________________________ 
 

Email:   _____________________________________         __________________________________________ 
 
Is either applicant a member of St. John United Church of Christ?   Yes / No 
 
How did you hear about St. John UCC? (please be specific) _______________________________________________________________ 
 
Questions?    Lisa Raines, Event Coordinator     phone: 502.689.0085     email: stjohnuccweddings@gmail.com 
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Marriage Record Form 
 
Each marriage celebrated in the sanctuary of St. John United Church of Christ is recorded in its historical record 
book which dates back to 1848.  
 
*MUST BE RETURNED 30 DAYS PRIOR TO WEDDING DATE.  
 
Please provide the following information so that your marriage is properly recorded in the St. John Record Book: 
 
Full name of Applicant 1: _________________________________________________________________________________________ 
 
 Birth city, state:  _________________________________________________________________________________________ 
 
 Birth date:  ______________________________________________   Phone:    _______________________________ 
 

Previous state (single, divorced, widowed): _____________________________________________________________________ 
 

Names of Children: _________________________________________________________________________________________ 
 
Religious affiliation: _________________________________________________________________________________________ 
 
 

Full name of Applicant 2: _________________________________________________________________________________________ 
 
 Birth city, state:  _________________________________________________________________________________________ 
 
 Birth date:  ______________________________________________   Phone:    _______________________________ 
 
 Previous state (single, divorced, widowed):  _____________________________________________________________________ 
 

Names of Children: _________________________________________________________________________________________ 
 

Religious affiliation: _________________________________________________________________________________________ 
 

 
Date of Marriage Ceremony: ___________________________________________________________________________________________ 
 
 
Names of two witnesses as listed on the marriage license: 
  
 ___________________________________________________              ___________________________________________________ 
 
 
Person/clergy officiating: 
 
 __________________________________________________________________________________________________________________ 
 
 Church:  _________________________________________________________________________________________________ 
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Wedding Questionnaire 
  
*MUST BE RETURNED 30 DAYS PRIOR TO WEDDING DATE. The church cannot be set up without this form. Dates 
and times must be the same as previously agreed upon. Call Lisa Raines  (502.689.0085) if you want to request a 
change. 
 
Couple:     ______________________________________________________________________________________________________________ 
 
Wedding Date:     _________________________________________________________      Time:     _______________________________ 

 

The church must be vacated by 8:30 pm. No exceptions.   3 hr. Time frame:      ____________________________ 
 
Rehearsal Date:    _________________________________________________________       Time:  _________________________ (1 hr.) 

The wedding cannot be performed without the license. It is your responsibility to obtain the license, sign it and 
submit it to the Jefferson Country Clerks Office.  

 
 Anticipated number guests: _____________  (Sanctuary capacity: 800) 
 

 # of Bridesmaids: ______________    # of Groomsmen: ______________   Wedding Colors: ____________________ 
 
Furnished by the church:  (Please place an “_X_” in the box by desired optional items. See page 9 for photos.) 
  Candles on Altar and Paschal Candle (with wreath during Advent) Unity candles are not provided. 

White Altar and Pulpit cloths 
(2) rugs that match the carpet to cover the grates down the center aisle 
Narthex divider placed in left vestibule (to ensure that the bride is not seen right before ceremony) 

 _____ (2) Brass 13 branch candelabras (required dripless candles are not furnished) 
 _____ (2) Wood floral stands (placed on either side of the Altar) 
 _____ Wood Candlesticks placed on pews inside center aisle (start at pew 1). Make a selection below: 

26 / every other pew, 24 / every other pew omitting last short pew, 18 / every third  — OR — 
Other arrangement: _______________________________________________________________________________ 

_____ Wood Kneeler (on the Altar to the right side at an angle) 
 _____ Small –or– Large (circle one) Guest Book stand in the Narthex (placed to the right of the center doors) 
 _____ Communion service set (for Couple only — we do not provide bread or wine) 

_____ Unity candle holder placed on the Altar (can use non-dripless candles, two clear votives are provided) 
_____   Standing microphone in the Choir loft—OR— by the piano (circle one) 
_____   Wood –or– Wood/Gold (circle one) Memorial table (placed in the Narthex to the left of the center doors) 

 
Are you providing child care with Family Tree Care Services (page 6)?  Yes / No  
 
Will the Wedding Party be dressing in the Parlor upon arrival?  Yes / No  
 
Our Event Coordinator lights the candles on the Altar. Who will light the candelabras and center aisle candles? 
(Ushers or Groomsmen typically do this):  _____________________________________           ___________________________________ 
 
Do you want the church bells to ring before the bride’s entrance music?  Yes / No     At the Recessional?  Yes / No 
Who will ring the bells (typically the organist)?  ________________________________________________________________________ 
 
Do you need cones set up for reserved parking in front of the church? Vehicle:  ______________________________________ 
 
Will you be doing a Grand Exit?  Yes / No     If yes, will you be returning for photos after the Grand Exit?  Yes / No 
 
Do you want photos taken in the center aisle before the candlesticks are removed for family photos?   Yes / No        
(If yes, please make sure that you have made your photographer aware that these photos must be taken first.) 
 
What is the #hashtag for your wedding?  _______________________________  Instagram ID?  ______________________________ 
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Wedding Vendors 
  
*MUST BE RETURNED 30 DAYS PRIOR TO WEDDING DATE. 
 
Couple: ___________________________________________________________     Wedding Date: _________________________________ 
 
WHO ARE THESE IMPORTANT PEOPLE? (please print)    Please ask them to contact the Event Coordinator if they 
desire to see the church before your big day, or for the answer to any questions. Please make sure that vendors for 
your wedding ceremony at  St. John receive their informational sheet. 
 
Officiant:  _______________________________________________________________________     Phone:  __________________________ 
Church:  ___________________________________________________   Email: ___________________________________________________ 
 
Wedding Coordinator: _________________________________________________________     Phone: __________________________ 
Business Name: _______________________________________________________________________________________________________ 
Website: ___________________________________________________   Email: ___________________________________________________ 
 
Florist:  __________________________________________________________________________     Phone: __________________________ 
Website: ___________________________________________________   Email: ___________________________________________________ 
 
Photographer:   _________________________________________________________________     Phone: __________________________ 
Website: ___________________________________________________   Email: ___________________________________________________ 
 
Videographer:   __________________________________________________________________    Phone: __________________________ 
Website: ___________________________________________________   Email: ___________________________________________________ 
 
Organist: ________________________________________________________________________     Phone: __________________________ 
Email: ____________________________________________________________________________     (Must be from our approved list) 
 
Musician/Instrument:  __________________________________________________________     Phone: __________________________ 
 
Musician/Instrument:  __________________________________________________________     Phone: __________________________ 
 
Reception Venue:  _________________________________________________     Website: ______________________________________ 
 
Caterer:  ____________________________________________________________     Website: ______________________________________ 
 
Transportation:  ____________________________________________________     Website: ______________________________________ 
 
Wedding Dress:  ____________________________________________________     Website: ______________________________________ 
 
Bridesmaids Dresses:  ______________________________________________     Website: ______________________________________ 
 
Hair:  ________________________________________________________________     Website: ______________________________________ 
 
Makeup:  ____________________________________________________________     Website: ______________________________________ 
 
Reception Music:  __________________________________________________     Website: ______________________________________ 
 
MC/DJ Service:  ____________________________________________________     Website: ______________________________________ 
 
Cake:  _______________________________________________________________     Website: ______________________________________ 
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Wedding Coordinator Agreement 
 
Couple: ___________________________________________________________     Wedding Date: _________________________________ 
 
We strongly recommend that you hire a coordinator to orchestrate your Procession and Recession. All  
questions from the officiant, wedding coordinator, florists, musicians, etc. must be directed to our Event 
Coordinator. She has the final say on all wedding issues. It is her job to enforce the Rules and Procedures set 
by the church—anyone refusing to do so will be asked to leave the campus. 
 
The Wedding party should arrive 5 minutes before the scheduled rehearsal time so that it can begin on time. The 
party will enter through the office doors at the back of the church. The front doors are not opened for rehearsals. 
Our parking lot can be accessed from Clay Street. No food or drinks are allowed in the sanctuary. No alcohol is  
allowed on the church campus. Anyone with alcohol or who is intoxicated will be escorted off the premises. 
 
At the rehearsal, please begin by lining up the wedding party on the Altar so that they know their position. The      
Officiant will then go through their part of the service and then the Recession, then the Procession is practiced. It is 
imperative that the details are planned out prior to the rehearsal. An hour is plenty of time to rehearse, but not to 
decide on the details. By signing this form, you agree to be present at the rehearsal and the wedding time frame to 
coordinate the Procession and Recession with the Officiant, and to work with our Event Coordinator. 
 
It is your responsibility to ensure the scheduled times are followed as agreed upon. The Wedding party is welcome 
to purchase additional time prior to the ceremony. We do charge a fee if the party goes over their allotted time. 
 
The Florist must begin decorating at the start of the time frame. The Florist is responsible for placing candles or any 
other décor (non-dripless candles cannot be used). If a layer of real or artificial flower petals are used as décor down 
the center aisle, then either you or the florist are responsible for removing them. Please also remove any décor that 
the wedding party wishes to take to the reception. Do not put out the candles or remove any candlesticks as that is 
done by our staff. They will also dispose of the remaining décor. The Parish House must also be left clean (trash 
placed in trash cans and furniture returned to its place.) The Parish House is to remain locked when not in use.    
Pulling the rear entrance outside (blue) door closed will automatically lock the building. No other doors are used. 
 
Grand Exit and Ceremony Timing & Details (pages 7-8) give the ceremony specifics for our venue. Wedding       
Coordinators are to stand inside the Narthex doors so they are not seen or captured in photographs. Please enter 
the sanctuary through a side door if you wish to witness the ceremony. The center doors remain closed until the  
start of the Recessional music. At that time our staff will open all middle doors for the wedding party. 
 
I will ensure that the wedding party returns pages 12, 13, & 14 of this packet 30 days prior to the ceremony. I will    
also forward on the appropriate forms (pages 16, 17 & 18) to the appropriate vendors. 
 
I have read and agree to this packet in its entirety and will help enforce the Rules & Procedures of St. John UCC: 
 

 
_______________________________________________  _______________________________________________   

                     Wedding Coordinator (Signature)                                    Wedding Coordinator (Printed) 
 

_______________________________________________  _______________________________________________   
                             Phone                                                                                   Email 

 
_______________________________________________  _______________________________________________   

                              Business name                                                                  Website 
 
Please re-read this packet prior to the ceremony to refresh your memory. 
 
Contact the St. John UCC Event Coordinator if you have questions or wish to tour the campus: 
 Lisa Raines |  phone 502.689.0085 |  email: stjohnuccweddings@gmail.com 
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Officiant & Musicians 
 
Couple: ___________________________________________________________     Wedding Date: _________________________________ 
 
Please provide your Officiant and Musicians with a copy of this sheet at your planning session.  
 
Officiant 
 
We have a cordless microphone for your use during the ceremony. After the ceremony, please return it to our staff 
or place it on the desk in the church office. We require coordinators to begin each rehearsal by positioning the 
wedding party in their place on the Altar. Once everyone is in place, please proceed through the ceremony itself 
and then the Recession and Procession are practiced. The Officiant enters the sanctuary through the church office 
doors and stands in front of the Altar with the couple facing each other on either side of the needlepoint runner.  
 
The church office doors are locked 10 minutes prior to the ceremony so please be sure that you and the party are 
all in the office. Please be sure that the party knows their order when walking out and listen for the music to begin. 
 
We have a lower and upper pulpit you may use for readings—both have microphones. We do not allow music 
stands or other items on the Altar. 
 
Musicians 
 
St. John’s pipe organ was built by Steiner Organs, Inc., of Louisville, Kentucky. It has a total of 42 ranks with more 
than 2,300 pipes contained in five divisions playable from the three manual and pedal console. The divisions are 
Great, Swell, Positiv, Antiphonal, and Pedal. The case of speaking pipes on the left wall of the choir loft is the visible 
part of the main organ chamber. An added wall in the chamber insulates the organ and reflects the tones out into 
the church through an opening screened by formerly speaking pipes on the left side. The pipes on the right side of 
the sanctuary are for ornamental purposes only. Our Steiner organ is one of the finest musical instruments in the 
city of Louisville available to you for use at your wedding. The Steiner Organ Stop List will be provided upon      
request. Organists must be selected from the approved list of the church board (page 19).  
 
We also have a 1927 Steinway M Parlor Grand Piano in our Sanctuary that you are welcome to use. Nothing may be 
attached to the sound system of the church—our microphone in the Choir loft picks up any music and we have   
wonderful acoustics in our sanctuary. We have a standing microphone, chairs and music stand for the use of soloists 
and musicians in the Choir Loft. Please return any items that you used to its original place after the ceremony. 
 
The church bells may be used in weddings by the Organist/Musicians. There is a set of switches by the Organ that 
our Event Coordinator will go over with you. Some brides desire the bells to ring before her Processional song, as 
well as at the Recessional. The musicians work the bell switch as it is located by the organ.  
 
Signal to start the Procession: Once everyone is in order, our Event Coordinator will remove the ribbon from 
across the center aisle and signal the musicians that it is time to begin. The center doors will then be propped 
open by the Event Coordinator and the Event Assistant. At that time, the coordinator will listen for the Processional 
music to begin and will direct the wedding party. When it is time for the bride to walk down the aisle, our staff will 
close the doors to the Narthex so that the bride can line up with her escort. The church bells will ring (if desired) 
before the bride’s Processional begins. At the sound of the music, the middle doors will opened by our staff. 
 
No items may be placed on the Organ. We do not allow Photographers or Videographers on the Altar or in the 
Choir Loft during the ceremony.  
 
Contact the St. John UCC Event Coordinator if you have questions or wish to tour the campus: 
 Lisa Raines |  phone 502.689.0085 |  email: stjohnuccweddings@gmail.com 
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Florist 
 
Couple: ___________________________________________________________     Wedding Date: _________________________________ 
 
Please provide your Florist with a copy of this sheet at your planning session. Please make sure that the 
items checked below match the Wedding Questionnaire on page 13.  
 
Flowers are permitted on the Altar, on the sides of the Altar on columns, on our wood aisle candles, our candelabras, 
at the church entrance, or in the Narthex. The use of tacks, nails, screws, or tape that might damage the surface of   
furniture is not allowed. You may use the existing hangers on the front doors and the nails in the brick on either 
side of the front middle doors. You are welcome to place flowers, ribbon or greenery on the black iron railing at the 
church entrance. Furniture on the Altar and chancel steps cannot be moved. This includes Christmas trees and other 
décor placed during Advent season—photos are available upon request. The three windows in the choir loft are lit 
from the outside during the winter months. Flowers and greenery that will shed (Ex. Asparagus fern) cannot be 
used.  Petals lining the center aisle may only be spread very lightly. Heavily applied petals will result in an additional 
$75 clean up fee deducted from the deposit if not removed by the florist or wedding party. A ribbon across the middle, 
back pew is required to block off the center aisle. Guests are seated from outside the center aisles. If draping down 
the center aisle is desired, be sure to leave pews open for family that will be seated during the Processional. Our 
staff does not decorate or place aisle runners. All decorating is the responsibility of the wedding party or Florist. 
 
The Florist must begin decorating at the start of the time frame and must be completed 40 minutes before the 
ceremony is set to begin. Please begin with the Altar décor, then move on to the aisle so that the wedding party 
may take photos.  
 
Furnished by the church:  (Please place an “_X_” in the box by the same items you chose on page 13.) 
 _____ (2) Brass 13 branch candelabras (required dripless candles are not furnished by the church) 
 _____ (2) Wood floral stands (placed on either side of the Altar) 
 _____ Wood Candlesticks placed on pew inside center aisle (start at pew 1). Make a selection below: 

26 / every other pew, 24 / every other pew omitting last short pew, 18 / every third  — OR — 
Other arrangement: _______________________________________________________________________________ 

_____ Wood Kneeler (on the Altar to the right side at an angle) 
 _____ Small–or– Large (circle one) Guest Book stand in the Narthex (placed to the right of the center doors) 
 _____ Communion service set (for the couple only — we do not provide bread or wine) 

_____ Unity candle holder placed on the Altar (can be non-dripless / two clear votives are provided) 
_____   Wood –or– Wood/Gold (circle one) Memorial table (placed in the Narthex to the left of the center doors) 
 

ONLY Stearine/Dripless candles are allowed in the aisle candleholders and candelabras. No exceptions. All 
candles must be at least 10 inches in height. The 13 branch candelabras and aisle candle holders are: 7/8” x 10-12” 
Altar Unity stand candles: 4” x 7/8”. (See page 7 if you are ordering your own candles) 
 
Decorations to be taken to the reception must be removed following the ceremony. Floral columns, stands, 
etc. provided by the Florist must also be picked up after the ceremony. Any decorations left behind will be  
removed by the Event Assistant during cleanup.  
 
Aisle runner measurements: (We do not provide an aisle runner. Paper runners are not allowed as they rip easily.) 

From the back of the church at the Narthex doors to the back pew: 8' 8" 
From the back pew to the front pew: 71' 3"       
From the first pew to the base of the Altar (steps): 9' 5" 
From the base of the Altar (steps) to the Altar: 12' 3"                                     
The width of the aisle is 6 ft. If using the wooden candlesticks (1 ft. total), runners need to be less than 5 ft. 
 

 
Contact the St. John UCC Event Coordinator if you have questions or wish to tour the campus: 
 Lisa Raines |  phone 502.689.0085 |  email: stjohnuccweddings@gmail.com 
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Photographer & Videographer 
 
Couple: ___________________________________________________________     Wedding Date: _________________________________ 
 
Please provide your Photographer & Videographer with this sheet at your planning session.  
 
Instructions concerning photography are intended to enhance the wedding service as a Sacred Worship Experience 
in our Sanctuary and focus the congregation’s attention on the couple.  
 
Photos may be taken in the Sanctuary up to 40 minutes before the ceremony is to begin. All equipment must be in 
place at least 40 minutes before the ceremony when we open our doors to receive guests. You may place any 
bags/equipment in the back of the sanctuary in either corner. Be sure not to block any aisles or doors. The photog-
rapher will be limited to a maximum of 45 minutes for wedding pictures following the ceremony indoors—indoor 
photos MUST be taken first. Please plan with the couple so that you do not go over the three hour time frame on 
the day of the wedding. You may take exterior photos at St. John UCC after their three hour time frame if there is 
not another wedding or event following their ceremony. The church doors will be locked at the end of the time 
frame so they must have all of their items if they wish to take more photos outside beyond their three hours. We 
have beautiful flowers and landscaping during most seasons. You are welcome to take photos in the balcony and 
stairwell. We have many locations for taking photos on campus and around us in NuLu. 
 
The wedding photographer may take pictures of participants in the wedding party as they step through the door 
from the Narthex into the Sanctuary. During the ceremony, the photographer may take photos from the balcony 
and from the outside aisles but not in the center aisle of the Procession (unless permission granted by the couple). 
We do NOT allow the videographer to video from the center aisle. At no time during the ceremony is the     
Photographer or Videographer allowed on the Altar or in the Choir loft (behind the Altar). Remote cameras 
may be used in the upper pulpit if not being used by a reader or singer. A remote camera may also be placed in 
the balcony area. 
 
The aisle candlesticks will be removed immediately following the ceremony beginning with the front row so that the 
photographer can take family photos. The wedding party has the option to take aisle photos first before they are   
removed. This is one of the questions on our Wedding Questionnaire so please be sure that the couple chooses that 
option if desired. 
 
The plugs in the Narthex are not used due to limited circuitry. Please ask the Event Coordinator for the location 
of electrical outlets in the sanctuary for your use. You will need 3-prong adapters. 
 
 
Please share your lovely work with us! 
 
 
St. John shares photography and videography from weddings (with photo credit) for advertising purposes 
(Facebook, website, ads, posters, etc.). Please share your photos with our Event Coordinator, Lisa Raines via 
email: stjohnuccweddings@gmail.com.  
 
Please list “St. John United Church of Christ, Louisville, KY” to describe photos taken at St. John UCC on social media. 
 
Feel free to share photos on our Facebook page: www.facebook.com/StJohnUCCWedding. We often have couples 
looking at our photos to find a photographer to hire for their wedding day. 
 
 
 
 
Contact the St. John UCC Event Coordinator if you have questions or wish to tour the campus: 
 Lisa Raines |  phone 502.689.0085 |  email: stjohnuccweddings@gmail.com 
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Recommended Vendors 
 
Officiants 
 
 
 
Organists (Organists must be chosen from the list below)   
 
 
 
 
 
 
 
Other Musicians 
 
 
 
 
 
 
 
 
 
 
 
 
 
Reception Venues  
(by distance) 
 
 
 

 
 
 
 
 
 

Dale Raines 
502.689.7330 
sstjohnnulupastor@gmail.com  

  
 

 

Tim Baker 
502.451.9593 
502.767.8737  
kewlpipes2@gmail.com 

Denise Wittington 
502.386.8010 
dbwhit33@hotmail.com 

Alicia J. Estrada 
859.912.0274 
Alicia_J_Estrada@yahoo.com 
*Underscore before and after “J” 

Chris Pickering  
502.457.4528   
cpick77@aol.com 

Concentus String Quartet 
502.653.9121 
www.concentusquartet.com 

The Highland Chamber Players 
502.895.1714 
www.highlandplayers.com 

Commonwealth Musicians 
502.777.4789 
jack@LouisvilleWeddingMusic.com       
www.louisvilleweddingmusic.com 

Pecatte String Quartet 
319.202.1113 
pecattestringquartet@gmail.com 
(Rebecca Neely also sings) 

SMT Music 
502.637.9268 
smtfiddle@gmail.com 
http://smtmusic.net/ 

Swing 39 
502.552.5174 
Swing39@Swing39.com 
www.swing39.com 

Todd Mullins 
Pianist/Trumpet 
502.802.4767 

Joe Warfield 
Soloist 
502.533.3406 

Will Wilder 
Guitarist 
will.g.wilder@gmail.com 
859.327.0764 

Louisa Ellis Woodson 
Harpist 
louisaharp@gmail.com 
502.645.1853 

Christina Gonzalez 
Violin, Strings 
502.548.7316 
cmgonzales@gmail.com 

Strings In One Music 
stringsinonemusic@gmail.com 
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Ice House                  
Kentucky Center 
Galt House 
The Seelbach Hotel 
Muhammed Ali Center 
The Henry Clay 
Kentucky Science Center 
Frazier Museum 
  

.06 
1.1 
1.1 
1.2 
1.3 
1.3 
1.3 
1.4 

Speak with our Event 
Coordinator or visit 
us on Pinterest for 

other vendor 
recommendations: 

www.pinterest.com/
stjohnucc 

Louisville Slugger Museum  
The Gillespie 
The Brown Hotel  
The Foundry at Glassworks  
Mellwood Arts  
The Olmstead  
Kentucky Derby Museum  
Locust Grove  

1.4 
1.4 
1.6 
1.6 
1.8 
5.3 
5.5 
6.3 
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