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Equipment & Setup Request Form
Fill out this form with your equipment and set up needs, and a church staff member will review your requests. Once you communicate the operational logistics needed for the event, you will sign this form. Any additional changes or requests must be submitted 30 days prior to the event with NO guarantee of accommodation. Equipment listed here is all that the Church of the Holy Trinity, Rittenhouse Square, has available. We do NOT take special equipment requests. 

If you are bringing in any additional equipment (lighting, Audio/Visual, risers, etc.), you must make a note of it on this form, sharing the weight, point of entry, and purpose of said equipment. Any equipment that is brought in without prior communication and approval is NOT permitted. Note: storage of any kind—prior to or following the event—is NOT permitted. Questions? Contact: rentals@htrit.org. 

EVENT INFORMATION
Event Name: 
Event Date: 
Event Time: 
Onsite Contact Name:  
Email:  
Cell #:



Spaces in Use
On the second and third floors, the church has rooms belonging to employees that live on-site. Each of these rooms has a “Room Occupied” sign; please do NOT enter these rooms. We thank you for respecting the privacy of our employees.
☐ Sanctuary
☐ Parish House (1st Floor)
☐ Parish House (Library, 2nd Floor)
☐ Parish House (Choir Room, 3rd Floor)
☐ Centennial Room (Basement)
☐ Vesting Room

Tables/Chairs
☐ Folding chairs      (Maximum available: 75)
☐ Wooden chairs:      (Maximum: 16)
☐ 5-foot tables:      (Maximum: 8)
     ☐ Table linens       ☐black ☐red ☐yellow	
☐ Round tables      (Maximum: 5)
   **Note: Round tables NOT available on Tuesdays or Sundays**
     ☐ Table linens      (off-white)
☐ High top tables      (Maximum: 6)
     ☐ Table linens       ☐black ☐red ☐yellow
☐ Custom arrangement (must be discussed with staff in advance):
  Click or tap here to enter text.



Audio Equipment
Microphones (check all that apply):
☐ Handheld microphones - Quantity:      (Maximum: 4)
☐ Lavalier/ear microphones - Quantity:       (Maximum: 2)
☐ Podium microphone (1 available)
☐ Microphone stands - Quantity:       (Maximum: 3)
Music
☐ Music stands - Quantity:      (Maximum: 25)
IMPORTANT: We have a minimal sound system (sound board). If you need special equipment, you must bring your own sound system.

Musical Instruments 
Request for use of church instruments must be submitted to the Rentals team and will need to be approved by the Church Organist and Choirmaster 30 days prior to the event. Requests can be denied.
☐ Grand piano (piano bench supplied)
   **Piano tuning fee: $285 (REQUIRED for piano use)**
   **This fee will be added to your rental invoice**
☐ Organ - Chancel (choir support)
☐ Organ - Gallery (concert or congregational support)

Chancel Set Up
☐ Moving the Altar in front of the lectern
☐ Moving church piano to nook in front of high pulpit (closest to Healing Corner)
☐ Any special chancel related set up requests:



Video & Technology
Projection
☐ Portable Projector with 100-inch free standing screen
   **You must provide your own laptop**
   Connection needed:☐ HDMI ☐ Other: ______________

Video Streaming (requires 4 weeks advance notice):
☐ Live streaming requested
   Platform☐ YouTube☐ Facebook☐ Other: ___________
   **Church staff-operated only. Cannot be self-operated.**
   **Your event must be set up on your platform account in advance.**
   
☐ Event recording (digital file provided after event)
**Please bring a thumb drive to store it on**
Internet (Available to all guests):
WiFi network name: CHT_Guest
WiFi password: CHT@1859!
Other Items Available
☐ Aisle candelabras: 12 – 6 on each side
☐ Flower stands/pedestals - Quantity: (Maximum: 2)
☐ Guest book table (high top table designated for this purpose)

Stage & Platform
☐ Stage inserts (to expand chancel/stage area)
☐ Conductor's podium
☐ Choir risers - **YOU MUST PROVIDE - We do NOT have risers**

Facility Access & Control
Climate Control
**Staff-controlled only. We have steam heat and central AC.**
NO special climate control requests are accepted.
Parking Needs
There is NO parking lot access—we do NOT have a parking lot.
☐Breezeway (driveway) for loading in and out can accommodate up to 2 cars or 1 truck
☐ Parking Spaces in front of church      (up to 2 spaces) NOTE: Parking on Saturdays, 8 am-3:30 pm is not guaranteed due to Rittenhouse Square Farmer’s Market
     Date(s) needed:Click or tap to enter a date. Time(s) NeededClick or tap here to enter text.
☐Special parking needs: Click or tap here to enter text.

Accessibility
☐ Wheelchair accessibility required
☐ Other accessibility needs: _______________________________
IMPORTANT: The only space accessible is the seating area of the church. Performance area has steps. Bathrooms are accessible.

Items you must provide (BYO)
The following items are NOT available from Church of the Holy Trinity.
You must bring your own and note within this form if you are bringing:
· Choir risers or performance risers
· Decorations (flowers, centerpieces, etc.)
· Battery-operated Candles (if desired beyond our candelabras). We do NOT permit use of live flames beyond use of our candelabras.
· Programs, signage, directional materials
· Easels (we do not have easels)
· Extension cords or power strips (if needed)
· Any items not listed on this form



Restrictions & Policies
**NOT PERMITTED:**
· Storage of any kind prior to, during the use of space, or following the event. We do NOT store any items.
· Food or drink in the Sanctuary
· Controlling church temperature. The church utilizes steam heat and A.C.
· Glitter, confetti, or rice inside the building
· Tape, nails, or adhesives on walls or woodwork
· Open flames except in provided church candelabras
· Moving church furnishings or utilizing church instruments, without staff approval
· Alcohol , drugs, and any illegal substances
· Smoking or vaping on church property

**REQUIRED:**
· All decorations, equipment, programs, and any/all materials related to the use of the event space must be removed immediately after event
· Building must be left in the condition in which it was found
· Any damage will be charged to the renter
· Music/noise levels must remain respectful of church environment

Special Requests or Questions
Please describe any special setup needs, questions, or requests not covered above:
Click or tap here to enter text.

ADDITIONAL FEES (if applicable)
The following items will be added to your invoice if selected:
☐Piano tuning: $285 (REQUIRED for piano use)
☐ Streaming Staff: $400 per event (for every four-hour period)
☐ Additional cleaning (if required): $    
☐ Other: Click or tap here to enter text.$     



Acknowledgement and Signature
I have reviewed the available equipment and setup options.
I understand that:
· Equipment not listed on this form is not available
· Late or last minute requests cannot be guaranteed
· I am responsible for providing items listed in "Items You Must Provide"
· Additional fees will be added to my invoice as noted
· Changes after submission may not be possible and may incur fees
· I must adhere to all setup/breakdown timelines
· I am responsible for any damage to church property

IMPORTANT: Any changes or additional requests must be submitted 30 days prior to the event, with NO guarantee of accommodation. Additional changes and requests must be approved by the church staff, and listed as an attached amendment.

Name (print): Click or tap here to enter text.

Signature: _______________________ Date: Click or tap to enter a date.


Church Staff Name (print): Click or tap here to enter text.

Signature: _______________________ Date: Click or tap to enter a date.

	
FOR OFFICE USE ONLY
Form received: Click or tap to enter a date.
Reviewed by: Click or tap here to enter text.
Approved: ☐ Yes☐ No
Notes: Click or tap here to enter text.
	

Staff setup checklist created: ☐ Yes                       
Equipment prepared: ☐ Yes
Client notified of approval: ☐ Yes 
Date: Click or tap to enter a date.
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