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WEDDING USE AGREEMENT

The Church of the Holy Trinity, Rittenhouse Square
This Wedding Use Agreement (“Agreement”) is entered into between The Church of the Holy Trinity, Rittenhouse Square (“Church”) and the undersigned couple (“Couple”).

A non-refundable $250 deposit is due by: __________
Total Cost of Wedding ____________ is due by ______________
This Agreement must be signed and returned by: _____________

If the deposit and signed Agreement are not received within this timeframe, the requested wedding date will be released and the Couple must reinitiate the booking process.

1. WEDDING INFORMATION
Couple Name 1: ___________________________	Couple Name 2: ____________________________

Primary Contact:
Name: ______________________________
Email: ______________________________
Phone: ______________________________

Wedding Date: __________________________
Wedding Time: __________________________
Rehearsal Date & Time: __________________________ (see Run of Show Form)
Estimated Attendance: __________________
(All time blocks must include arrival, setup, ceremony, and departure.)

Officiating Clergy:
☐ Church clergy
☐ Visiting clergy (name): __________________________  denomination: ________________________



Spaces Approved for Use:
☐ Sanctuary
☐ Additional Room(s): __________________
☐ Reception: __________________________
2. FEES & PAYMENT (See Amendment A)

Payment Terms
All fees must be paid in full no later than sixty (60) days prior to the wedding date.
Failure to submit full payment by this deadline may result in cancellation at the sole discretion of the Church.
Additional charges (including overtime, damages, or excessive cleaning) will be invoiced and must be paid within fourteen (14) days of completion of event.

3. CLERGY & LITURGICAL REQUIREMENTS
· All weddings are services of Christian worship in accordance with the Book of Common Prayer.
· At least one member of the Couple must be a baptized Christian.
· Couples married by Episcopal clergy must sign a Declaration of Intention.
Premarital Preparation
Couples working with Church clergy must complete premarital preparation (3–4 sessions) no later than 30 days prior to the wedding.

Visiting Clergy Requirements
· Must be approved by the Rector
· Must be ordained in a Christian tradition
· Must be legally authorized to officiate in Pennsylvania
· Rector must speak with visiting clergy at least 60 days prior

Divorce and Remarriage
When applicable, approval from the Bishop of the Diocese of Pennsylvania is required prior to scheduling.

4. MUSIC
· All music must be appropriate for Christian worship
· Must be approved by the Director of Music
· One of the Church’s designated musicians will serve as primary musician
· Pre-recorded music is not permitted

5. REHEARSAL & COORDINATION
· A rehearsal will be scheduled by the Church
· All members of the wedding party are expected to attend
· A Church Wedding Coordinator will be present at rehearsal and ceremony
· The Coordinator has authority to enforce all Church policies
6. BUILDING USE POLICIES
· No smoking on Church property
· Alcohol and illegal substances are prohibited
· No food or drink in the Sanctuary
· No tape, nails, or adhesives may be used
· Only artificial flower petals are permitted
· Throwing rice, birdseed, or similar materials is prohibited

7. DECOR & FLOWERS
· Sanctuary furnishings may not be moved without approval
· Flowers typically remain for Sunday services
· All deliveries must be coordinated with the Wedding Coordinator

8. PHOTOGRAPHY & VIDEO
· Must be coordinated in advance
· Equipment must remain unobtrusive
· Cameras must be stationary

9. SAFETY & LIABILITY
· The Church is not responsible for personal property
· The Couple assumes responsibility for all vendors and participants
· Any damage to Church property will be billed to the Couple
· The Church reserves the right to stop any activity deemed unsafe

10. MARRIAGE LICENSE
A valid Pennsylvania marriage license must be provided to the officiating clergy at the rehearsal.

11. INSURANCE REQUIREMENTS
If required, the Couple must provide a Certificate of Insurance (COI) no later than 30 days prior, naming:
The Church of the Holy Trinity, Rittenhouse Square as Additional Insured.

12. CANCELLATION & FORCE MAJEURE
Cancellation by Couple
· Deposit is non-refundable
· Cancellations within 30 days are non-refundable

Cancellation by Church
The Church reserves the right to cancel due to emergencies, safety concerns, or unforeseen circumstances.
Force Majeure
Neither party is liable for events beyond reasonable control.
13. ENTIRE AGREEMENT
This document constitutes the entire agreement. Any changes must be submitted in writing and approved at least 14 days prior to the wedding.

14. ACCEPTANCE
This Agreement is not valid unless signed and returned.

Couple
Signature: ___________________________	Date: _______________________________

Printed Name: ___________________________________________________________


Signature: ___________________________	Date: _______________________________

Printed Name: ___________________________________________________________

For The Church of the Holy Trinity

Signature: ___________________________	Date: _______________________________

Name & Title: ________________________

ATTACHMENT A: WEDDING PRICING MATRIX
The Church of the Holy Trinity, Rittenhouse Square Wedding Package Pricing

	Category
	Parishioner
	Non-Parishioner

	Wedding Ceremony Package
	At Church discretion
	$3,500



Non-Parishioner Wedding Package Includes:
· Clergy services and officiating 
· Premarital preparation (3–4 sessions) 
· Organist (Church-designated musician) 
· Church Wedding Coordinator (rehearsal + ceremony) 
· Use of Sanctuary 
· Scheduled rehearsal time 
· Standard sound support (microphones, stands) 
· Basic setup and breakdown 
· $300 charitable contribution to Open Hearts Café 

Deposit & Payment Terms
	Fee Type
	Amount
	Due

	Non-Refundable Deposit
	$250
	Within 7 days of contract issuance

	Remaining Balance
	Varies
	Due 30 days prior to wedding



Additional Fees (If Applicable)
	Service
	Rate

	Additional Musicians (soloists, instrumentalists)
	Varies

	Additional Staffing
	$25–$30/hour

	Extended Time (beyond contracted hours)
	$150/hour

	A/V or Livestream Support
	$200-$400

	Additional Facility Use
	Custom pricing



Important Notes
· Deposit is applied toward total cost 
· Wedding date is not secured until deposit and signed Agreement are received 
· Full payment is required 30 days prior to wedding date 
· Overtime, damages, or additional services will be invoiced post-event 
· Parishioner pricing is determined at the discretion of the Church
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