Town of Manchester, Connecticut
Town Clerk’s Office
Town Hall Wedding Policy

Purpose
This policy establishes procedures and guidelines for Justice of the Peace (JP) wedding ceremonies held in Town Hall conference rooms, ensuring consistent scheduling, appropriate use of public facilities, and a positive experience for couples, JPs, and Town staff.

Scope
This policy applies to all registered Justices of the Peace requesting use of Town Hall conference rooms for the purpose of conducting wedding ceremonies, as well as Customer Service staff responsible for processing room reservations.

Background
The Town of Manchester has allowed registered Justices of the Peace to request and reserve Town Hall conference rooms to hold wedding ceremonies. Previously, Justices of the Peace were required to call Customer Service on the day of the wedding to request a same-day room reservation. This process was unpredictable for both Justices of the Peace and Town of Manchester employees who reserve rooms for meeting purposes.

Available Days & Times
Town Hall conference rooms are available for wedding ceremony reservations during the following days and times:
Mondays:  2:30 PM – 4:30 PM  –  Board of Directors Hearing Room (Lincoln Center)
Tuesdays:  3:30 PM – 5:30 PM  –  Law Library (Town Hall)
Thursdays:  2:30 PM – 4:30 PM  –  Board of Directors Hearing Room (Lincoln Center)
Fridays:  10:30 AM – 12:30 PM  –  Manchester Room (Town Hall)


Reservation Procedures
Justices of the Peace shall call Customer Service at (860) 647-5235 to reserve a room. Reservations should be made no more than one month prior to the wedding date and must be completed no later than two (2) days prior to the ceremony. Rooms shall be reserved in 1-hour time slots.
When Customer Service staff confirms a booking for a wedding, please specify “JP Wedding” as the meeting title and include the name of the requesting JP in the meeting description.

Customer Service is responsible for processing room reservation requests, reachable at (860) 647-5235.

