Use and Reservation Policy 

Regarding Weddings and Special Events Held in HOLT CHAPEL
1. Weddings may normally be scheduled only for the summer months when Elon is not in session (the week after Commencement through the first week of August).  
2. Wedding reservations for the following summer may be made after September 1.  Reservations for other times may be made nine months in advance of the wedding in order to give priority to university events. 
3. An appointment may be made with Truitt Center staff to view the space, if needed, during normal business hours Monday through Friday.

4. The Program Assistant for the Truitt Center for Religious and Spiritual Life will be the scheduler for this space, 336-278-7729.  This person will schedule the wedding, rehearsal, and/or reception as well as assist the person planning the wedding in making necessary logistical arrangements with other university departments (i.e. set-up of tables, chairs, etc.)

5. Elon students; alumni; faculty-staff and their children; trustees and their children; and alumni of Elon Homes for Children are welcome to use Holt chapel for weddings.


6. The fee for the use of Holt Chapel is $300.  This fee includes housekeeping and facility rental.  Additional fees may be assessed due to any damages or excessive cleaning fees incurred during the use of the Chapel.  A deposit of $150 is due, along with this signed document, before a binding reservation is made.  A tentative hold may be placed prior to receiving the down payment and contract which will allow the person(s) making the reservation to have the first opportunity to finalize the reservation if the Chapel is requested by someone else for the same date(s).  The balance of $150 is due 30 days prior to the wedding/event.
7. Clergy:  Persons using Holt Chapel may invite a minister or pastor of their choice to perform the ceremony.  The honorarium is negotiated directly with the clergy.

8. Musicians: Persons may contact and secure the services of musicians of their choice, and all fees are negotiated directly with the musicians.  There is a baby grand piano available for use in Holt Chapel which remains locked.  Keys for the baby grand piano will be issued by the Truitt Center Professional Staff and a key agreement must be signed.
9. Flowers:  Floral arrangements and other decorations should be free-standing.  They may secured to the pew ends with compression attachments that do not damage the finish.  No wire, push-pins or other permanently damaging devices may be used.  Greenery must be in acceptable containers, with protection for carpets. It is your responsibility to relay this policy to the florist.

10. Candles: Candles are permitted with the following restrictions.  Precautions must be made to avoid spilling wax.  Be especially careful not to spill wax on the carpet!

a. Candles placed on a table or in windows must be in a glass container, securely placed and with protection for the table top or window.  Candles may be held by individuals during ceremonies only if the candle has a drip cup attached.

b. Candles may NOT be placed on the piano or near the piano.

c. Candles should never be left unattended.

d. Candles may not be used anywhere in the immediate vicinity of the piano.

11.  Sound System:  A small CD player is available for use in Holt Chapel. Typically microphones are not needed in the space. 
12.   Catering: Aramark must be consulted for catering; the cake is negotiable.  To make arrangements for catering as well as to receive a complete catering guide, contact Aramark at 336 278-5330.  No food or drinks are allowed in the top floor of the Chapel.  Meals/food may be served only downstairs in the fellowship hall.  Tobacco is not allowed anywhere in the building.
13. Downstairs: Please feel free to arrange the tables and chairs according to the needs of your event.
a.  Tables and chairs should not be removed from the fellowship hall.  

b.  Following your program, return chairs neatly to the storage area near the kitchen.

c.  Do not move the benches beneath the south windows.

d.  Do not sit in the window casements. 

e.  Same policy regarding candles (#3 above) applies downstairs as well.

f.  Do not place or leave any items in a location which blocks an exit.  

14. Rice/Balloons:  Do not throw rice in the sanctuary or any other part of the building.  No confetti.  Birdseed may be thrown outside of the building.  Releasing balloons is discouraged for environmental reasons.
15. Basic Rules:  No pets (except guide dogs), bicycles, rollerblades or skateboards are allowed in the facility. Trash and recyclables should be placed in proper receptacles. Do not change the thermostat setting.  A change in temperature could result in costly damage to the building or the piano. Holt Chapel may only be reserved until 11 pm Sunday through Thursday and until midnight on Saturday and Sunday.

By signing this contract, I understand these policies and agree to the rules and policies pertaining to Holt Chapel and will be responsible should damage occur.

Please Print Name:  __________________________

Signature:  _________________________________

Mailing Address:_______________________________________________________________

Telephone Number:  ________________________  Cell Number:_______________________

E-mail:  ___________________________________

Dates you wish to reserve Holt Chapel:__________________________________________

In case of an emergency during evening or weekend hours,

please contact Elon Security at 336 278-5555.

Please return signed Policy and $150 deposit or $300 total amount (checks made payable to Elon University) to:

The Truitt Center for Religious and Spiritual Life

Elon University

Attn:  Jan Register

Campus Box 2960

Elon, NC  27244

For further clarification concerning the Holt Chapel policies

feel free to call the Truitt Center staff at 336-278-7729 or
e-mail Jan Register, Truitt Center,  jregister@elon.edu or truittcenter@elon.edu
OFFICE USE ONLY:

Deposit Amount:______________________________  Date Received:______________________________

Balance Amount:______________________________ Date Received:______________________________
Dated:  8/19/2016

