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CHAPEL HILLS PRESBYTERIAN CHURCH

10210 Webbs Chapel Road

Dallas, Texas 75229

(214) 358-2538

Sanctuary Rental for Wedding 
Instructions and Agreement Form

Chapel Hills Presbyterian Church

10210 Webbs Chapel Road
Dallas, Texas 75229

(214) 358-2538
BASIC INFORMATION ON SANCTUARY RENTAL FOR WEDDING CEREMONIES

FEES

There are normally no fees charged to members of Chapel Hills Presbyterian Church for the use of the church sanctuary facilities, with the exception of a fee for use of the kitchen, some equipment usage fees and a cleaning deposit. These fees, along with fees for non-member use are defined on the Facilities Rental Fees Form, CHPC-RFF-1.0.

A cleaning/key/damage deposit is required for use of the facilities. This deposit will be refunded if facilities are left in good condition for use following your function. All fees are payable in advance. Any damage or breakage to church equipment or property damage in excess of the deposit will be the responsibility of the person(s) making the reservation.
MUSIC

The church organist is not contracted to play for functions other than church functions. If you wish to contact the organist to make your own arrangements, the name and telephone number will be furnished upon request. Music must be arranged in consultation with the minister and organist. 

FLORAL ARRANGEMENTS

It is suggested that decorations be kept simple and never be such as to cover the marks of identity that establish the sanctuary as a place of worship. Floral arrangements must NOT be placed on the Communion table. The Communion table may NOT be moved.
Detailed instructions will be furnished to your florist. Please have the florist or bridal consultant call the church office any weekday between 9:00 a.m. and 12:00 noon for additional information or if there are questions. 

OFFICIATING

A minister other than the resident minister of Chapel Hills Presbyterian Church may perform the ceremony only with the approval of the resident minister and the Session of the church.
REHEARSALS AND CEREMONY

Rehearsals are a preparation for a sacred service of the Church and should be entered into with serious purpose. The minister and/or the resident minister are in charge at all times. All participants are asked to remember that they are in the House of God and to conduct themselves accordingly.
PHOTOGRAPHS

Any photography, still or motion, during the wedding service must be unobtrusively done.  Flash pictures may not be taken in the Sanctuary after the processional. They may be taken following the recessional.
RECEPTIONS

Receptions may be held in the church Fellowship Hall if desired (see Facilities Rental Fees Form CHPC-RFF-1.0). It is necessary that you or your wedding consultant work closely with church personnel. If use of the kitchen is desired, specific instructions are furnished in the General Facilities Use, Policies and Procedures.
AFTER THE CEREMONY/CLEANING

Church custodial service is part time and does not include cleaning after special events. It will be necessary for you to arrange cleaning if that is necessary. You should also arrange for the church building to be closed and secured after your ceremony if a key was not issued. All lights should be turned off, a final check must be made to see that everything is in order and clean, all florist's equipment and flowers removed, and all doors and windows secured. You must not assume the minister or cleaning service performs these functions. Please make these arrangements prior to the ceremony. 

If you do not wish to take this responsibility, you should appoint a family member or member of your wedding party to be in charge. You should talk with the church secretary to schedule opening and closing of the building. Office hours are from 9:00 a.m. to 12:00 noon weekdays. 

If you want to leave behind floral arrangements, please contact the Church Secretary and advise her of your plans.

INSTRUCTIONS FOR THE FLORIST FOR WEDDING CEREMONIES

1. No decorations are permitted on the pulpit or lectern, but may be placed in front of these, provided the height of the decorations does not exceed that of the pulpit or lectern. Flowers in containers may be placed on the Chancel rails or on the table beneath the Cross
2. No floral decorations or candles are to be placed on the Communion Table. Floral decorations may be placed in front of the Communion Table but are not to obscure the table or to exceed the width or to be higher than the table.
3. Candles are allowed on floor stands only, no candles allowed on the center aisle.
4. No nails, thumbtacks, staples, or screws are to be driven into or attached to any part of the building or its furnishings. No carpentry will be permitted within the building. Temporary construction may be brought in, but must be approved by the Stewardship of Resources Elder. No decorations may be hung from lighting fixtures or suspended from any part of the building. Special 3M removable tape or special putty for hanging signs is allowed.
5. Plastic coverings must be used to protect carpeting and floors when using candelabras (wax drippings) or water from floral decorations.
6. Decorations must be removed from the building immediately after the service. Special arrangements may be made with the church secretary for the removal of decorations on the day following the wedding that takes place at a time other than Saturday night.
7. The sanctuary must be left completely clean, and all tallow, wax, tape and other materials used in decoration must be removed.
8. Chapel Hills Presbyterian Church is a smoke and alcohol-free facility.
Chapel Hills Presbyterian Church
102I0 Webbs Chapel Road
Dallas, Texas 75229

(214) 358-2538
RESERVATION FORM
USE OF CHURCH FACILITIES FOR WEDDINGS, RECEPTIONS

NAME: 


DATE OF WEDDING: 
 TIME:

REHEARSAL DATE: 
 TIME: 


IN PERSON CHARGE:

ADDRESS: 
 PHONE: 


CATERER: 


ADDRESS: 
 PHONE: 

FLORIST: 


ADDRESS:
PHONE: 


PERSON IN CHARGE OF CLEANING UP AFTER WEDDING:

NAME: 


ADDRESS: 
 PHONE: 

I accept full responsibility, for cleaning up after the ceremony and reception.
Further, I accept full responsibility for any damage or breakage to equipment, building, or appliances at Chapel Hills Presbyterian Church, which may be incurred, through my usage of the facilities. I further agree to repair any damage or replace any equipment and/or appliances to the satisfaction of the church's agent.

SIGNED: 

ADDRESS: 


CITY: 
 STATE:
 ZIP: 

PHONE: 

DATE: 
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