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Westminster Presbyterian Church
» 1500 Scio Church Rd., Ann Arbor, Ml 48103
e 734-761-9320

Wedding Reception Information Sheet

Please fill out and return to: Wedding Site Coordinator
Westminster Presbyterian Church

Wedding of: and

Wedding date: Time:

Reception Time:

Type of reception? (circle one) Sit down Appetizers only
For how many people? Sit down Appetizers only
Caterer: Phone:
Use of church:
FellowshipHall _ Kitchen _ Tables/chairs __
Other items:
Will there be:
Punchtable _ Gifttable _ Guest Book/Frame __
Caketable _ Will you provide cake knife?

Our custodian will be responsible for set-up for the reception. Make arrangements at least
two weeks prior to the reception with the office manager/wedding site coordinator.
Decorating the fellowship hall and tables, setting of tables if necessary, arrangement of
buffet table, cake table, punch table, setting up of reception music, etc. must also be made
in advance with the wedding site coordinator. Time you will arrive to decorate:

Caterer should provide people to serve and clean up. If not, who will do this for you?

Time caterer will arrive: Time caterer will complete clean-up:

Will wedding flowers be used for the reception?
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Who will move them into place?
Will there be reception music? Dancing?
Will you need to use our microphone during the reception?

*There is no smoking allowed anywhere in the church building or on church property.

*Alcoholic beverages are not permitted anywhere in the church building.

*Wedding party or caterers are responsible for removing all wedding items from the
church building immediately following the reception.

*All garbage must be removed from kitchen and building and put inside dumpster outside
kitchen. The church’s custodian will take down tables and chairs.

Who will remove gifts and flowers (if not to be left for Sunday service)?

Comments:
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