Date:

To ensure the success of your event, the Office of Conference Services would like to remind you of the following Chapel procedures:

· There may be other events taking place in the Chapel that day. Chapel users may not enter the Chapel before their designated time.   The Chapel must be vacated and decorations removed when your reservation time has ended.
· No food, drink, or smoking are permitted in the Chapel.

· Absolutely no moving of pews or piano.

· Chapel decorations must be freestanding and may not be attached to the Chapel structure or candelabras in any way.  Pew decorations are acceptable provided they are secured with non-marring fasteners that hang over the pew.  The use of tape, glue, nails, tacks, or staples is prohibited.  No glitter or confetti in the Chapel.
· Candles for the candelabras must be purchased through the Office of Conference Services to ensure they are the right kind and will not drip wax onto the candelabras and floors.  The candelabras and candles will be set-up and lighted by the building attendant, unless otherwise indicated.  Candles for your ceremony (other than candles for the candelabra) must be purchased through our office.  The candelabras may not be moved. No other candles can be brought into the Chapel.
· No candles may be placed on any of the wood surfaces, including the altar and pulpit because of fire hazard.  

· A Building Attendant is required for all Chapel events at a cost of $15 an hour.  Payment must be made in full at the time you book your event.  The building attendant will be at your event for the entire time and will be allowed to sit in the bride’s room with the door closed.
If you have any questions, please contact our office at 940-898-3516.  Thank you.
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