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MEMORANDUM FOR Chaplains and Chaplain Assistants, Fort Leavenworth, KS 66027
SUBJECT:  Wedding Standard Operating Procedures

1.  PURPOSE:  To provide Standard Operating Procedures (SOP) for weddings conducted in Fort Leavenworth chapels.

2.  APPLICABILITY:  This SOP applies to all personnel involved with weddings or desiring to have a wedding in a Fort Leavenworth chapel.  Individual chapel SOPs cannot supersede and will be congruent with this Fort Leavenworth Garrison Ministry Team SOP.

3.  GENERAL:  Weddings, in military chapels, are considered a religious event and are scheduled upon meeting the requirements in this SOP.  Wedding receptions will not take place in Fort Leavenworth Chapel facilities.  All weddings and rehearsals will be scheduled through the Fort Leavenworth Garrison Religious Support Office(RSO)Secretary.  The Garrison RSO Secretary will maintain a wedding calendar and coordinate rehearsal/wedding times on Friday/Saturday.
4.  ELIGIBILITY FOR CHAPEL USE: 

Only a military ID card holder, assigned to or working at Fort Leavenworth, & their children (immediate family).
5.  WEDDING REQUIREMENTS AND INFORMATION:  To conduct a wedding in a Fort Leavenworth Chapel the following requirements must be met.


a.  A Fort Leavenworth Chaplain or a properly credentialed civilian clergy will conduct weddings at Fort Leavenworth.  Civilian clergy may conduct the wedding ceremony provided they meet the requirements for the State of Kansas. If civilian clergy is used, a sponsoring Chaplain is required.  The wedding party is responsible for calling available post Chaplains, in order to secure a sponsoring Chaplain. 

b.  Wedding requests from active duty military, that requests a Chaplain to conduct the wedding, will be referred to the unit Chaplain or the Chaplain assigned to provide coverage for the soldier’s unit or organization.

c.  Wedding request from retirees, assigned to or working at Fort Leavenworth, will be referred to the Chaplain assigned to provide coverage for the retiree’s organization.  See 7, c, (1), RSO Secretary responsibilities.  It will be the retiree’s responsibility to contact the Chaplain assigned to provide area coverage.

d.  All requests for Roman Catholic weddings will be referred to the Fort Leavenworth Catholic Chaplain.  Roman Catholic Chaplains will be given six months advance notice.

e.  Only the RSO Secretary will book post chapels for a wedding.  Chaplain/Chaplain Assistants do not book weddings on the chapel calendar.

f.  The wedding party must provide a cleaning team to pick up and dispose of hangers, boxes, floral arrangements, and to vacuum the chapel area. 


g.  The State of Kansas is the licensing authority for all weddings performed on Fort Leavenworth.  A valid, current license will be presented to the chaplain/clergy person performing the wedding prior to the wedding service.
6.  Scheduling:

a.  Weddings are scheduled on a first come, first serve basis regarding dates and times.

b.  The RSO Secretary will maintain the schedule of chapel wedding events.  The Chaplain conducting or sponsoring a wedding completes a wedding form and gives it to the RSO Secretary to reserve the chapel.

c.  Chaplains and Chaplain Assistants will refer individuals to the RSO Secretary, when someone inquires as to the availability of a date.  However, the chapel is not reserved for the wedding until the RSO Secretary receives the completed wedding form and approves it.

d.  Weddings will not be booked more than one year in advance.  
e.  Weddings will not be scheduled for Sundays or the following holidays: Easter, Holy Days, 4th of July, Thanksgiving, and Christmas.  No exceptions.
f.  Wedding rehearsals are conducted on Fridays at Memorial chapel in one-hour intervals: 1600 and 1730.  If you are more than 30 minutes late for your scheduled rehearsal time, your scheduled rehearsal time will be cancelled.

g.  Weddings are conducted on Saturdays at Memorial Chapel and scheduled in three-hour intervals:  1000-1300, and 1400-1700.


h.  The RSO Secretary will provide rehearsal/wedding times on Friday/Saturday for Main Post Chapel.

7.  RESPONSIBILITIES:

a. Chaplain/Clergy. 
(1)  Maintains their ecclesiastical standards as to accepting or declining to officiate a requested wedding.

(2)  Maintains their ecclesiastical standards as to premarital counseling.

(3)  Interview the couple and complete their portion of the chapel reservation form.


(4)  Ensure the couple has a valid Kansas Marriage License.

(5)  The Roman Catholic Chaplain must approve and is responsible for any Catholic weddings conducted on Fort Leavenworth. (See: para. 5. Wedding Requirements and Information, d.)
(6)  See 7, b, Sponsoring Chaplain responsibilities.


b.  Sponsoring Chaplains (to include officiating Chaplains).

(1)  Ensures that couples understand Wedding SOP.

(2)  Ensure that the SOP and wedding schedule is adhered to.

(3)  Ensure the chapel is unlocked before rehearsals and weddings and secured after each event.

(4)  Verify that the chapel was cleaned after each rehearsal and wedding.  Ensure that all trash was picked up, trash containers emptied, and all areas used were vacuumed.


c.  RSO Secretary.

(1)  Keep a roster of Chaplains available for wedding requests when there is no unit Chaplain assigned.  A Chaplain may decline to conduct/sponsor a wedding, as appropriate.

(2)  Schedule rehearsals in coordination with the Chaplain or Clergy conducting the wedding.

(3)  Provides Wedding SOP to couples.

(4)  Sign out the Memorial Chapel key ONLY to the officiating/sponsoring Chaplain.


(5)  Make clear to couples requesting the use of both Chapels that worship service requirements and command directed memorials for active duty soldiers KIA, will always take priority.
8.  MUSIC:

a.  Arranging and paying for an organist, pianist, or vocalist is the wedding party’s responsibility.

b. There is freedom to use any musician at Memorial Chapel, however, all musicians must be approved through the RSO Secretary.  The only individuals authorized to play the organ and piano at the Main Post Chapel are those pre-approved by the Garrison Chaplain.

c.  The RSO Secretary maintains a list of pre-approved musicians to play at Main Post Chapel.

9.  DECORATIONS:

a.  No rice, confetti, flower petals, birdseed, or similar items may be strewn inside or outside the chapel.  Following the wedding, all litter must be removed from inside and outside the chapel.

b.  Flower, candles (at least 51% beeswax), and floral arrangement are the responsibility of the wedding party.  Pew decorations must be attached with string or clips only, no tacks or tape.  With the concurrence of the Chaplain Assistant, floral arrangements may be left at the chapel following the wedding.

10.  GENERAL INFORMATION:

a.  Chapel furniture will not be moved.


b.  Receptions will not be held inside or outside the chapel.


c.  With the exception of sacramental wine, no alcoholic beverages will be permitted in or around the chapels.


d.  The responsible Chaplain or Clergy determines photography rules for the wedding.


e.  The entire wedding must be completed within the three-hour limit.  This includes decorating, photography, the wedding, and clean up.  Even if there is no wedding scheduled before or after the wedding, the three-hour limit will be observed.

f.  When there is a wedding in the follow-on time slot, the wedding party and guests must depart the chapel on schedule, to include clean up, in order to allow for set-up to begin for the next wedding.

g.  Eight sabers are available for use.  Sabers are reserved through the RSO Secretary and must be hand-receipted before the wedding and returned the working day following the wedding.  Sabers will not leave Fort Leavenworth property for any reason.
11. WEDDING CONTACT INFORMATION:
RSO Secretary
Hours: Monday-Friday, 0900–1730
Phone: 684-2210






   WAYNE A. GREEN






   COL, AR






   Garrison Commander
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