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RESERVATION INFORMATION AND GUIDELINES
LITTLE CHAPEL-IN-THE-WOODS, UNIVERSITY GARDENS, and GREENHOUSE

TEXAS WOMAN'S UNIVERSITY OFFICE OF CONFERENCE SERVICES

(940) 898-3516
littlechapel@twu.edu
Thank you for your interest in Texas Woman’s University’s historic Little Chapel-in-the-Woods. The Chapel was constructed in 1939 and dedicated by Eleanor Roosevelt.  In recent years the Chapel has been named one of Texas’ most outstanding architectural achievements.

The Chapel may be used for traditional weddings, nondenominational services, recitals, and other special events, including those sponsored by recognized student organizations or other components of  Texas Woman's University.  The Chapel is not available for funerals, but may be used for memorial services.  It may also not be used for meetings or religious services of a denominational or sectarian nature unless sponsored by a recognized University organization.  Questions regarding the appropriateness of a function should be directed to the Office of Conference Services, (940) 898-3516, located in Hubbard Hall.  The Chapel must be paid for when it is booked.  Chapel bookings are done on an appointment basis, so please call in advance to schedule a time.

The Greenhouse may be used for receptions, luncheons and other small gatherings, including those sponsored by a recognized student organization.  The Greenhouse is reserved as a separate facility and is not included in the user fee paid for the Little Chapel-in-the-Woods.  Reservations for the Greenhouse are made through the Office of Conference Services.

Chapel:
· Friday, Saturday, Sunday (and holidays) rate $650.  Monday – Thursday rate $300.  Complete information below.
· Pews - 12 on each side.  Seating capacity - 95 plus additional 15 in the balcony. Children under the age of 12 are not permitted in the balcony area.  Pews or other Chapel furniture may not be rearranged.
· The groom’s dressing area is in the back room to the right of the altar.  The bride’s dressing area is in the back room to the left of the altar.

· A Chapel Attendant will be available for the duration of the event to assist with the facility.  This includes any rehearsals.

· Restrooms are available as follows:  The men’s restroom is in the groom’s dressing area.  The women’s restroom is in the back of the Chapel, outside, in the northeast corner.  Handicapped accessible restrooms are available in either Guinn Residence Hall or the Mary Blagg Huey Library.

· Special taper candles are provided for all candelabras. Persons renting the Chapel may not provide their own taper candles due to damage from dripping wax.  Because of scratching done to previous candelabras, we ask that clients not hang garland, flowers, or other decorations from the candelabras.

· Rental companies supplying and removing decorations and/or equipment for the Little Chapel/Greenhouse users must notify their intentions to the Office of Conference Services.   The contracting party will be responsible for collecting or replacing TWU property removed or damaged by any rental companies, guests, or any other Chapel/Greenhouse users.

· Decorations may be used, provided they are removed after the event.  All decorations must be freestanding and may not be attached to the Chapel structure in any way.  Pew decorations are acceptable provided they are secured with non-marring fasteners that hang over the pew.  Pew clips are provided for your convenience. The use of tape, glue, tacks, nails, staples, and any other agent that will damage the facility are not permitted.
· Please no throwing of rice, birdseed, confetti, or flower petals, as this makes the walkway slick.  Bubbles are permitted outside.
· The use of sparklers is prohibited.

· Food, beverage, tobacco products, and alcohol are not permitted in the Chapel.

· Aisle runners are prohibited.

· TWU does not provide or refer clients to ministers, photographers, florists, videographers, vocalists, or wedding planners for Chapel events.  If using the organ, an organist must be selected from our list of approved organists. There is no fee to use the piano, and you may select your own pianist. 
· The Office of Conference Services requires reservations to take wedding portraits in the Chapel.  Wedding portraits for weddings and/or receptions not taking place on campus will be charged $25 an hour to use the Chapel area for portraits. BRIDAL PORTRAITS MAY NOT BE SCHEDULED ON THE WEEKEND.
· I understand that events in the Little Chapel in the Woods may involve risks.   These include risks involved in traveling to and within, and returning from, the Chapel; different standards of design, safety and maintenance of utilities, facilities, and weather conditions; and other matters. I have made my own investigation, including a review of the facility and am willing to accept these risks.

Greenhouse:

· $115 per hour (2 hour minimum). Complete information below.
· The Greenhouse is a historic facility and is not air-conditioned or waterproof.  The Greenhouse is equipped with fans and windows which open, but TWU cannot guarantee a cool climate inside the Greenhouse in times of warm/hot weather.  The Greenhouse is also equipped with heaters.  Building attendants for the Greenhouse are required at a cost of $15 per hour per attendant.

· Capacity is 85 without tables.  There are 4 tables, 20 chairs, and 2 settees in the Greenhouse that cannot be removed. You may add additional tables and chairs as needed.
· Restrooms for Greenhouse users are located directly beside the Greenhouse. 

· Users must abide by the City Noise Ordinance, which prohibits loud noise after 10:00 p.m.

· ARAMARK, the campus-catering contractor, is available to provide your reception food and beverage needs. ARAMARK’s telephone number is (940) 898-3669.  Food served in the Greenhouse and/or garden area must be provided through ARAMARK catering or other University approved caterer. Alcohol service in the Greenhouse is prohibited.

· The Greenhouse user shall provide tables, chairs and other equipment/decorations.  Delivery and pick-up arrangements are the responsibility of the user.  Decorations which require affixing to the structure in any way are not permitted.

· The Office of Conference Services cannot give refunds for Greenhouse/Outdoor events that may be cancelled due to inclement weather; it is the user’s responsibility to provide a rain site for the event. 

· The TWU Large Event committee must approve any event that exceeds 100 persons in the Garden area/Greenhouse and user must pay for security as required. 

Gardens:
· Friday, Saturday, Sunday (and holidays) rate $650.  Monday – Thursday rate $300.  Complete information below. Chapel is held in case of inclement weather.
· When reserving the Greenhouse, the use of the contiguous Garden area is included.  All policies and guidelines pertaining to the Greenhouse apply when using the Garden.  In order for a function to be held in the Gardens, the parties must rent the Greenhouse and advise the Office of Conference Services that the event will take place in the Gardens.  

· The Office of Conference Services requires reservations to take wedding, family, or other portraits in the Gardens at a rate of $25 per hour.

· The Office of Conference Services cannot give refunds for outdoor events that may be cancelled by inclement weather.  Please contact the Office of Conference Services to make rain site provisions.
· If your wedding is scheduled for the Gardens, the Little Chapel will serve as the inclement weather site providing you do not exceed the 110 person capacity.  The rate for the Gardens and the Little Chapel is the same.  If a Garden wedding is desired, the Little Chapel must be available in case an indoor venue is needed.
IN THE EVENT THE CHAPEL OR GREENHOUSE IS LOCKED AT YOUR DESIGNATED TIME, PLEASE CALL THE DEPARTMENT OF PUBLIC SAFETY AT (940) 898-2911.

Chapel Rates:

· The $650 rate for three hours of usage applies to all clients reserving the Chapel for weddings to be held on Fridays, Saturdays, and Sundays (and holidays).  One hour is for a rehearsal not to be held the same day as the wedding, and two hours are for your wedding ceremony.  All rehearsals must be scheduled through the Office of Conference Services.  A building attendant is included in the price of rental, as are the items listed as “included” on the Organist, Candle, and Sound System Order Form. 
· Should you exceed your allotted time slot, Conference Services will bill you for the additional time.
· Monday through Thursday, the Chapel is available at a reduced rate of $300 for the first two hours.  This includes the price of rental, building attendant, and items listed as “included” on the Organist, Candle, and Sound System Order Form. 

· Votives are available for use during your ceremony through the Office of Conference Services at rates listed on the Organist, Candle, and Sound System Form.  
· The Chapel sound system comes with the rental of the Chapel.  Your building attendant will show you how to use it. Cueing is the client’s responsibility.  The system includes CD player and microphones. Burned CD’s are to be put on a CDR disc and not a CDR-W disc (no downloads).  You may also use a play list from your personal music players.
· With the exception of Saturday weddings, additional Chapel time may be purchased for $75.00 for each additional hour, as the schedule permits.  For Saturday weddings, an additional time slot (3 hours) must be purchased at the rate of $650.
· There is no charge for campus organizations or TWU academic departments to use the Chapel for official University use, but advance notice of thirty (30) days prior to the event is required for all campus organizations and academic departments.  All campus organizations must be currently updated with the Center for Student Development in order to reserve the Chapel and these reservations are subject to approval by the Director of Conference Services.  Campus organizations and departments are required to pay the $15 an hour building attendant fee. Candles rent for $1 each for organizations.
Greenhouse Rates:

· The Greenhouse may be reserved at a rate of $100 per hour, plus $15 per hour for a building attendant (two hour minimum). 

· There is no charge for campus organizations or TWU academic departments to use the Greenhouse for official University use, but advance notice of thirty (30) days prior to the event is required for all campus organizations and academic departments.  All campus organizations must be currently updated with the Center for Student Development in order to reserve the Greenhouse and these reservations are subject to approval by the Director of Conference Services.  Campus organizations and departments are required to pay the $15 an hour building attendant fee.

Reservation Changes:

· Each schedule change must be made in writing with at least 60 days’ notice by the responsible party to the Office of Conference Services, Hubbard Hall, or via e-mail (littlechapel@twu.edu).   

· A $50.00 change fee must be paid and a staff member will schedule a change based on availability.  Only the responsible party may make reservation changes.

Reservations, Fees, Deposits:

· Reservations are made on a first come, first served basis.  You may not enter the Chapel and/or Greenhouse before your reserved time.  Scheduling allows for the TWU Facilities Management staff to clean between events.  The user fee covers the use of the building and utilities only.  Please be advised that your specified reserved time must include set up, pictures, ceremony or service, and clean up.

· All fees must be paid at the time the reservation is made.  The Office of Conference Services cannot hold dates and/or times without payment and completed paperwork.  

· A credit card number is required in lieu of a damage deposit for all events. Credit cards will not be charged without the user’s authorization. 

Confirmation:
· Confirmation of any reservation is completed when all fees and related paperwork have been received in the Office of Conference Services. Reservations with incomplete information such as time, date, or projected attendance, will not be accepted and will be returned to the user. 
Cancellations:

· Cancellations must be submitted in writing by the responsible party to the Office of Conference Services within 60 days prior to your event, and will automatically result in a forfeiture of one-half of the user's fee.  

· Cancellations without 60 days notice before the event will result in forfeiture of the entire fee.

· Cancellations made within 24 hours of renting facilities will be charged a $35 fee and the remainder will be returned to client.
Canceling a Little Chapel-in-the-Woods Wedding Package:

· Cancellations for any package must be made in writing by the responsible party at least 60 days prior to the event date, and will result in forfeiture of one-half the total cost of the reserved package.

· Canceling only the Chapel portion of a package must be made in writing by the responsible party at least 60 days prior to the event date, and will result in forfeiture of one-half the regular chapel rental rate of $650.00, or $325.  Client will be responsible for all remaining costs associated with the package. 
· Canceling only the reception portion of a package must be made in writing by the responsible party at least 60 days prior to the event date, and will result in forfeiture of one-half of the total cost of the reserved package minus $1000.00.  Client will be responsible for all remaining costs associated with the package. 

· Any cancellation made fewer than 60 days prior to the event date will result in a loss of all associated fees. 
· Cancellation of a Little Chapel Wedding Package made within 24 hours of renting both facilities will be charged a $35 fee per venue and remainder will be returned to client.
Parking:

· There is parking on TWU campus for Chapel, Greenhouse, and Garden users available in front of the Chapel, in front of the alumni house, in the parking lot behind the library, in the visitor parking lot, and across from Bell Avenue next to Pioneer Hall.  We suggest parking behind the library; this lot is located next to the Greenhouse. 

· No parking pass is needed, however only service vehicles may use parking spaces marked with yellow lines. State vehicles and Handicapped spaces are painted white and these spaces are marked either for State Vehicles or Handicapped parking. Tickets will be issued if unauthorized automobiles are parked in any of these spaces.
Use of Organ/Piano:

· An organ and piano are available in the Chapel.  The Chapel Attendant will have the key to the organ.   Only persons authorized by TWU, listed below, may play the organ.  
· Fees must be negotiated with the organists.  Chapel guests may not touch, move, or play the organ. 
· There is no fee to use the piano and you may select your own pianist. The piano is not to be moved. 
Organists/Pianists (as of June, 2010)
Robin Abrams
(940) 433-2820


Lurline DuPre
(940) 382-1909           
David Pierce (940) 387-5158


Margo Dillard, PhD (817) 403-1500
Barbara Brady
(940) 458-4491


Susan Myatt
(940) 387-3080
Margaret Atkinson (940) 321-3673

Lenora McCroskey, PhD 940-453-7299
Receptions (on campus):

· TWU is proud to offer several lovely reception venues should you require one:

Hubbard Hall  


(940) 898-3651  (reservations)   



Student Union


(940) 898-3641



Greenhouse


(940) 898-3644
Thank you for choosing Texas Woman’s University as the location for your special event!
Additional Information for the Little Chapel-in-the-Woods Users

General Information: American with Disabilities:

The User is responsible for notifying all event participants that advanced requests must be made for provision of assistance to disabled guest.  If a reasonable amount of notice is given, requests for assistance such as signers, assisted listening devices, or any service which allow the participation in the programs offered, under Title I and II of the Americans with Disabilities act (ADA) must be provided by User and all costs for such services paid by the User.  TWU will provide only those requested services that are already available and can normally be accommodated.

Liability:

In consideration for permission to use the facilities, the User, or "authorized representative" from the Organization or Group, as set out in Reservation Form, shall each indemnify the Texas Woman's University, its Regents, officials, and employees for and against any and all liability, attorney's fees, court costs, loss or damage the University may suffer as a result of claims, demands, costs, or judgments against it arising out of any accident, injury, loss of property, death, or other tortuous act which may occur on such premises during the time of occupancy of the facility by the User under this agreement or which may occur to or be caused by participants during such use of the facilities.

Lost Items:
It is the responsibility of the User to ensure all items are removed upon conclusion of the function.  TWU and its representatives do not assume responsibility for any lost, stolen, or misplaced items prior to, during, or after an event.  Lost items will be turned in to the Department of Public Safety.

Supervision:

It is understood that Users and all persons under their invitation will abide by the rules, regulations, and requirements of TWU or the state of Texas for the use of its various services and facilities on the Denton Campus, property and grounds of TWU.  It is further understood that the Users will withdraw, remove or expel any person associated with or participating in the event upon request of TWU for good cause.  Moreover, the Users agree to cease and desist any activity, function, program, etc., upon the request of TWU for good cause.  The term “good cause” as used herein shall include but not be limited to violations of future reservations.
Bride’s Book:

The Bride’s Book continues a Texas Woman’s University (TWU) tradition that started in 1939 with the dedication of the Little Chapel-in-the-Woods:  the entry of the names of the brides and grooms next to their wedding date in a Bride’s Book.  The magnificent sterling silver Bride’s Book, created in 2001, is located on the 2nd floor of the ACT Building (East Entrance) and may be viewed Monday-Friday from 8am-5pm.  Sample pages are available for viewing in the Conference Services offices.  The names are also input on the electronic Bride’s Book accessed through the TWU library web site found at http://www.twu.edu/library/.

Little Chapel-in-the-Woods Photograph Collection:
If you would like your wedding invitation, wedding program, and a photograph no larger than 8” x 10” included in the Photograph Collection in the University Archives, please contact the Woman’s Collection at TWU’s Blagg-Huey Library, 
940-898-3751 or email: womansc@twu.edu.

Chapel Facts:

Height of pew:
 33 inches

Thickness of pew: 1½ inches


Length of altar railings: 90 inches 
Height of altar railings: 29 inches

Distance of walkway from interior archway to altar: 40 feet
The 14 narrow ledges next to the stained glass windows are large enough to accommodate several votive candles. Each window represents a different aspect of education, and one symbolizes the importance of motherhood in a woman’s life. 
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