	Organist , Candle, and Sound System Order Form

Little Chapel-in-the-Woods

	Texas Woman’s University  Office of Conference Services  Hubbard Hall 104  P. O. Box 425379   Denton, TX  76204-5379 

	Telephone:  940-898-3644          Fax:  940-898-3556



Bride’s Last Name: ___________________________________    Event Date: _______________________
Groom’s Last Name:  ___________________________________ Contact Phone Number: _____________
Rehearsal Reservation:        Date:  ___________________      Time: _________ am/pm   to _________ am/pm

Ceremony Reservation:       Date:  ___________________       Time: _________ am/pm   to _________ am/pm

Should you exceed your allotted time slot, Conference Services will bill you for the additional times.
IF YOU ARE USING THE CANDELABRAS FOR YOUR EVENT, PLEASE NOTE THE FOLLOWING:

· There are two candelabras holding 15 candles each and two unity candelabras holding three single tapers or your large pillar unity candle and our two tapers. 
· Special drip-less candles must be used from the Office of Conference Services for any candelabras brought into the Chapel.
· Persons reserving the Chapel and their florists may not use their own candles in the candelabras
These items are included with your rental:

· Usage of Unity candelabra with our 3 taper candles and 2 fifteen-branch candelabras with our 30 taper candles

· Usage of Shepherd’s hook candle lighter 
· Usage of 24 pew clips for your bows
· Usage of two pedestals


 


· Usage of antique kneeler 

· Usage of Sound System (CD player, IPOD cable, and wireless microphone are part of this system.  Burned CD’s to be on CDR discs – not CDR-W discs) Sound system does have input for personal music players.
Please check the items you need:
· Rental of ______ cobalt blue glass votives with candles (20 are available) @ 50¢ each
$______________

· Rental of ______ clear glass votives with tea lights (70 are available) @ 50¢ each
$______________
· Rental of ______ battery operated votives candles to be used on alter or wood surfaces (24 are available) @ 35¢ each

                                                                         $______________

                                                               Total enclosed/charged for additional items   $ _____________
PAYMENT INFORMATION – Please complete.  (TWU accepts MasterCard, Visa, Discover,  and American Express)
Total Cost for additional items ___________ Payment Method   ______ Cash    _____ Check  _____ Credit Card 
Credit Card Number ________________________________Name: ___________________________________
Signature _____________________________________________
Expiration Date     Month___________
Year _________ 


IF YOU ARE HAVING AN ORGANIST, PLEASE FILL OUT THE FOLLOWING:

The following organists have been approved to play the organ at Little Chapel-in-the-Woods functions.  Please indicate, by checking the appropriate box, which organist will be performing at your event.  Fees are negotiated independently with the organists.

	
	  Robin Abrams
	940-433-2820
	
	
	
	
	Margo Dillard, PhD
	817-403-1500

	
	    Susan Myatt
	940-387-3080
	
	   David Pierce   
	940-387-5158
	
	   Lurline DuPree
	940-382-1909

	   
	Lenora McCroskey, PhD   
	940-453-7299
	
	   Barbara Brady
	940-458-4491
	      Margaret Atkinson       
	940-321-3673 (harpist)


Will the organist be needed at the rehearsal?    ______  Yes      ______  No

IF YOU  HAVE RENTED EQUIPMENT, DECORATIONS OR FURNITURE FROM A RENTAL COMPANY, PLEASE COMPLETE THE FOLLOWING:

Name of Rental Company: ________________________________  Phone: ____________________________

Description of Items Rented:  _______________________________________________________________Note:  The contracting party will be responsible for collecting or replacing TWU property removed by any rental companies, guests, or any other Chapel/Greenhouse users.  This includes damage done to any of the facilities as well.
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