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WEDDING PARTY INFORMATION



	Rental Date:
	Day of Week:
	Maximum Guests
( 50
( 75

	Occupancy Start:
	Occupancy End:
	Ceremony Time:


	Name of Bride:
	Name of Groom:

	Email Address:
	Email Address:

	Cell Phone:
	Cell Phone:

	Other Authorized Party:
	Email Address:

	Person Responsible for Post-Event Assessment:
	Email Address:


	CURRENT EVENT CHARGES

	Base Package Fee
	$2095.00


	Cleaning Fee (non-negotiable) 
	$50.00

	Optional Services

	Party Platter Add-On / $325
	

	Increase Guest Count to 75 / $275
	

	Additional Hour – Rental Period / $300 
	

	Bridal Portraits / $100 per Hour (Tue-Fri based on availability)
	

	Garden Ceremony Setup Fee / $100
	

	Subtotal
	

	Less Deposit Required 
	-$1050.00



	Plus Damage Deposit (REFUNDABLE)
	$300.00

	BALANCE DUE TO BELLTOWER ON:
	

	
	


To make a secure online payment via PayPal, major credit card or online check, please go to www.belltowerfortworth.com/pay-my-bill.

 KISS PACKAGE CONTRACT

ACH Child and Family Services (“Belltower”) makes available the Belltower Chapel & Garden (the “Facility”) for rental for weddings and/or receptions.  The terms and conditions set forth below explain the responsibilities of the individual sponsoring (“Event Sponsor”) this KISS Package (“Event”) at the Facility and the responsibilities of Belltower in connection with the Event.

Package Price
The Facility is available for the KISS Package at a price of $2,095 for a three (3) hour rental during the rental days and times as follows:  
	Friday - Sunday
	9:00 am - 2:00 pm 

	Monday - Thursday
	9:00 am – 12:00 am


	Rental Date:



	Day of Week:
	Rental Start Time:

	Rental End Time:


Package Inclusions

· Use of the sanctuary and one reception area (reception hall or garden) for three (3) hours.  
· Officiant for wedding ceremony including a 1 hour pre-wedding consultation within 30 days of event
· One hour rehearsal (confirmed no more than 4 weeks prior to event date) Additional rehearsal time required by your Event Coordinator will be assessed at a fee of $50 per half hour.
· Onsite event and facility coordinator including 1 hour of consultation, via phone, within 10 days of event
· Seating for 50 or 75 guests, based on selected options

· All service tables: sign-in & gift table, beverage, cake and food tables (for optional Party Platter)

· Floor length linens for all tables in your choice of ivory, white or black 
· Two-tier professionally made wedding cake; choice of cake flavor/filling

· Use of silver cake plateau, silver serving set and cake cutting by your event coordinator
· Choice of two (2) beverages: iced tea, fruit punch, lemonade, coffee (water provided) plus use of beverage urns
· Disposable clear plates, cups, and forks; napkins

· Use of sound system (client to provide music)

· All set-up, tear-down and cleanup
Optional
1. Party Platter (assorted finger sandwiches, cheese, fruit, and crackers).  



$325.00

2. Increase Guest Count to 75







$275.00

3. Outdoor Setup for Garden Ceremony






$100.00

4. Bridal Portraits (Tue – Fri, based on availability) Per Hour




$100.00

*Wedding cake and Party Platter supplied by professional caterer
Guest Count

The KISS package includes service for 50 OR 75 guests based on the option selected by Event Sponsor.  Belltower does not count the number of guests.  The option selected determines the number of seats, cake and beverage servings provided.  

Rental Period
The base rental period of 3 consecutive hours may only be extended upon the mutual agreement of Belltower and Event Sponsor, subject to availability, through the purchase of additional hours at a fee of $300 for each additional hour.  Additional hours must be documented and paid in full 30 days prior to the Event.  All guest seating, decoration, and clearing of the Facility must occur within the rental period.  Event sponsor should start the ceremony no earlier than 30 minutes after the start of the rental period and end the event 30 minutes prior to the end of your rental period in order to vacate the facility by the end of the rental period.  Arrival before the start of the rental period or departures after the end of your rental period will result in forfeiture of Event Sponsor’s Damage Deposit (as hereinafter defined) at the rate of $50 per quarter hour, or any portion thereof the Facility is occupied.    

Exclusions

Decoration, flowers, music, valet parking services, planning services, insurance premiums, and any other costs relating to the Event are the responsibility of Event Sponsor.  Event Sponsor understands and agrees that the three hour rental prohibits catering beyond these package provisions.  No substitutions.  No outside food permitted. No credit for unused inclusions.
Deposit and Payments

A signed and executed KISS Package Contract and a deposit of $1050.00 are required to reserve the Facility.  The balance of the package price, cleaning fees, and a $300 (refundable) damage deposit (“Damage Deposit”) are due 30 days prior to the Event.  Payments may be made by check, cash or credit card (Visa, American Express or MasterCard).  A $50 fee will be charged for returned checks.  Failure to make final payment by the due date will result in the event cancellation and Belltower shall retain 100% of the deposit.  
Event Liability Insurance

Event Sponsor must obtain Event Insurance for the date of event limits are $1 million per occurrence, $2 million aggregate with $5K medical payment coverage, waiver of subrogation, and liquor liability included (for vendors serving alcohol) naming Belltower Chapel & Garden 3712 Wichita St. Fort Worth, TX 76119 as additional insurance and provide a copy to Belltower 2 weeks prior to event date.  To help make this process easier we are working with The Event Help.  Using the following link www.theeventhelper.com#ehQDMq will prefills Belltower’s requirements per the contract and send a copy of the purchased event insurance directly to Belltower.  This link is only a recommendation to provide assists with purchasing event insurance.  Belltower retains the right to prohibit any Service Provider from its premises based on its sole discretion.
Damages/Damage Deposit

Event Sponsor assumes all liability for damages or injuries to the Facility as a result of his usage of the Facility:  

a. Post Event Assessment:  Following the occupancy period, a representative of Belltower, along with the designated representative of the Event Sponsor, will survey the Facility for damages and adherence to the Policies (as hereinafter defined).  If the Event Sponsor’s designated representative is not available at the end of the occupancy period, Belltower’s sole assessment shall be final.

b. Charges to Damage Deposit:  Charges for damaged items will be based on estimated replacement costs.  Charges for cleaning will be based on the amount of hours required to clean the Facility and/or the charges incurred by Belltower.  Charges for violations to the Policies are at the sole discretion of Belltower.  If charges for damaged items, cleaning, or violations to the Policies exceed the amount of the Damage Deposit, Event Sponsor is liable for the overage.  Any decisions made by Belltower with respect to the retention or forfeiture of any portion of the Damage Deposit shall be final. 
c. Refund of Damage Deposit: Refund of the Damage Deposit less i) any charges referred to in the preceding subparagraph and/or (ii) less any amount forfeited due to occupation of the Facility prior to or after the agreed upon occupancy period and/or (iii) less any amount forfeited due to noncompliance with the Policies and/or (iv) less any amount withheld by Belltower for payment of any outstanding fees (v) less any amount forfeited due to Belltower obtaining Event Liability Insurance will be returned to the individual making final payment within 30 days after conclusion of the Event.  

d. The retention of any portion of the Damage Deposit by Belltower shall not be deemed a waiver of any breach of this Contract or as a waiver of any other rights and remedies available to Belltower at law or in equity.

Cancellation of Event

Cancellations must be received in writing by Belltower from the Event Sponsor.  Cancellation penalties will apply as follows and shall be retained by Belltower:
	If Cancellation is Received by Belltower Within
	Penalty Retained by Belltower 

	31 or more days
	100% of the deposit

	30 days or less 
	100% of all funds paid 


Should Event Sponsor cancel the Event 31 days or more prior to the Event, 100% of the Package Deposit shall be forfeited by the Event Sponsor.  Should Event Sponsor cancel the Event within 30 days or less of the Event, 100% of all funds paid will be retained by Belltower.  

Rescheduling an Event

Rescheduling is permitted under the following conditions and penalties: 
	Rescheduling Request Received Within 
	Penalty Retained by Belltower

	91 Days or more
	50 percent of Rental Deposit

	90 Days or less 
	75 percent of Rental Deposit


a) Requests for rescheduling must be communicated to Belltower in writing (email or fax) by the Event Sponsor.  Written requests shall include the date options for rescheduling.

b) Rescheduled event is subject to availability and must occur within 12 months of the original scheduled date.

c) New contract for the rescheduled event and reschedule fee as outlined above must be received within 10 business days of the written request to reschedule.  Deposit requirements for the new contract shall apply.
d) Rescheduling is permitted one time only.  
e) Subsequent cancellation of the rescheduled date will forfeit all monies paid to date regardless of when cancellation occurs.
Event Termination

Belltower reserves the right, in its sole discretion, to terminate this Contract due to unforeseen circumstances beyond the reasonable control of Belltower.  In such an unlikely circumstance, any fees paid by Event Sponsor will be immediately refunded and Belltower will incur no liability to Event Sponsor as a result of such cancellation.

Belltower may, in its sole discretion, immediately terminate the KISS Package Contract should Event Sponsor’s Event and/or the activities planned in connection therewith be in conflict with the terms of this KISS Package Contract or detract from the public image of Belltower.  

Event Conclusion and Clearing

At the conclusion of the Event and within the Rental Period, Event Sponsor is responsible for clearing the Facility of all personal items including decorations, food items, and the removal of items/trash from tables.  Failure to clear the facility by the end of the contracted occupancy time shall be deemed a policy violation and is subject to forfeiture of all or a portion of the Damage Deposit. 

Photography

All photography, video and film featuring the Facility that is published must identify the Facility as the “Belltower Chapel & Garden.”  Event Sponsor grants Belltower the right and permission to take photographs of the Event and utilize and publish such photographs in media advertising Belltower without the right of Event Sponsor to examine or approve the completed product or products in which the photographs will be utilized.

Non Smoking Facility
No cigarette, pipe and cigar smoking or smokeless tobacco is allowed anywhere inside the Facility and within 50 feet of the Facility.    Smoking in the Facility will result in an automatic forfeiture of the Damage Deposit.  Fog machines are not allowed.

Weather Policy for Outdoor Events

Belltower prohibits outdoor events when the day’s Heat Index reaches or exceeds 95(F.  Belltower will ascertain the weather forecast 24 hours in advance of Event date and immediately thereafter notify Event Sponsor if the weather will prohibit Event Sponsor from holding his Event outdoors.  

Liability

Event Sponsor agrees to assume full responsibility for the conduct of his guests, liability for charges they may incur or damages they may cause.  The term “guest” in the preceding sentence includes all guests, Service Providers, contractors, sub-contractors and agents of Event Sponsor.  Belltower is not responsible for any accident or injury that occurs on the Facility’s premises during the Event.  Further, Belltower is not responsible for any items Event Sponsor brings or has delivered to the Facility in connection with the Event.

Conform With Policies (Addendum A)

Event Sponsor must abide by and conform to the policies of the Facility as set forth in Addendum A (“Policies’).  Event Sponsor shall be responsible for ensuring that his guests, Service Providers and other concerned parties are aware of and abide by the Policies.  Belltower staff will be present at the Event to monitor and enforce compliance.  Noncompliance may result in forfeiture of all or a portion of the Damage Deposit; such forfeiture shall be subject to the sole discretion of Belltower.  

Belltower reserves the right to exclude any individual(s) from Event Sponsor’s Event it deems, in its sole discretion, is not abiding by the Policies or is otherwise exhibiting inappropriate behavior.

Miscellaneous

a. All aspects of the Event shall meet the express approval of Belltower.

b. Belltower does not provide facilities to accommodate childcare or babysitting during the Event.  

c. The carrying of firearms or concealed weapons of any kind at the Facility is absolutely prohibited.  

d. No illegal activities of any kind shall be tolerated at the Facility.

e. No animals are allowed (other than trained dogs assisting the visually impaired or disabled).

f. No prior written or contemporaneous oral promises or representations shall be binding.

g. This KISS Package Contract shall not be amended, changed, or extended except in writing signed by both Event Sponsor and Belltower.  

h. Event Sponsor shall not assign this KISS Package Contract in whole or in part, nor sublet the Facility or any part thereof. 
i. Under no circumstances whatsoever shall Belltower be liable hereunder for consequential or special damages.

Compliance with State and Local Regulations

Event Sponsor shall comply with all laws – federal, state, and local, including all ordinances of the City of Fort Worth – with respect to his utilization of the Facility.  Likewise, all rules, regulations and requirements of the police and fire departments shall be observed by Event Sponsor.  It is the responsibility of Event Sponsor to determine the applicable laws, rules, regulations and requirements.  Should any violation occur, Event Sponsor assumes all responsibility for correcting or removing such violation.

If requested by Belltower, any permit, license or tax required for any activity shall be acquired/paid by Event Sponsor and evidence made available to Belltower. 

Indemnity

EVENT SPONSOR SHALL INDEMNIFY, DEFEND, AND HOLD HARMLESS BELLTOWER AND ITS OFFICERS, DIRECTORS, EMPLOYEES AND AGENTS (“INDEMNITEES”) FROM AND AGAINST ALL LIABILITIES, DAMAGES, CLAIMS, SUITS AND COSTS (INCLUDING COURT COSTS AND ATTORNEYS’ FEES) ARISING OUT OF PROPERTY DAMAGE OR INJURY TO OR DEATH OF ANY PERSON (COLLECTIVELY, THE “CLAIMS”) IN CONNECTION WITH EVENT SPONSOR’S EVENT IN THE FACILITY, EVEN IF THE CLAIMS ARISE FROM OR ARE ATTRIBUTED TO THE CONCURRENT NEGLIGENCE OF ANY INDEMNITEE.  THIS INDEMNIFICATION APPLIES TO ALL ACTIVITIES OF EVENT SPONSOR AND HIS INVITEES, EMPLOYEES, SERVICE PROVIDERS, CONTRACTORS, SUBCONTRACTORS, AND AGENTS IN AND AROUND THE FACILITY BOTH DURING THE EVENT AND DURING THE SET-UP AND TEAR-DOWN OF THE EVENT.  

AGREED TO BY EVENT SPONSOR:

I have hereby read, understand, and agree to the terms of this Kiss Package Contract and shall comply with the terms and conditions set forth therein.  I understand that a reservation cannot be confirmed until the required deposit is received by Belltower and a Belltower representative executes this Kiss Package Contract.  

	 Print Name of Event Sponsor

	Street Address


	City,  






ST, 

ZIP

	Email
	
	
	Phone

	Signature
	
	
	Date

	










	ON BEHALF OF BELLTOWER CHAPEL & GARDEN:

	Signature
	
	
	Date


ADDENDUM A - FACILITY POLICIES

Belltower Policies are strictly enforced. Noncompliance may result in the loss of part or all of the Damage Deposit. 

Questions about any item should be directed to Belltower Chapel Staff.

PROHIBITED:

1. Smoking is not permitted inside the Facility and will result in automatic forfeiture of the Damage Deposit.

2. Food and/or liquids of any kind are not permitted on the carpeted areas of the sanctuary.

3. Leaning of any equipment against the stained glass anywhere in the facility is not permitted.

4. You may not open windows anywhere in the facility.  

5. Do not move the piano; rearrange furnishings or setup without approval from the Belltower coordinator. 

6. Adjust the settings on the sound system is strictly prohibited; only volume controls may be changed.

7. Storing of any items anywhere on the Facility premises is not permitted, either before or after the Event.

8. Do not leave children unsupervised; children may not run or jump on pews.

9. Ringing of the bell is prohibited after 10:00 pm.  

DECORATIONS:

1. Plastic pew hooks, ribbon, florist wire, or fishing line are all acceptable.

2. Do NOT use tape, staples, florist clay, tacks, screws, nails or 3M Command products.

3. Do NOT attach to or hang decorations from furniture, ceiling, ceiling fixtures, draperies, walls, doors or floors.

4. CANDLES:

a. Sanctuary:  Candles with live flames or items containing liquid are not permitted in the aisle, pews or window sills.  Please use LED candles for these areas.  Live flames may be used ONLY on the unity table.  

b. Reception:  Enclosed live flames (votives, hurricanes, floating candles) and LEDs may be used as table décor.   Candles are not allowed on windowsills.     

5. Crepe paper decorations or other flammable items are NOT permitted.  

6. Removal of any items from the walls or shelves in the facility is NOT permitted.

7. Fog machines are NOT permitted.

8. Only artificial flower petals may be used in the sanctuary aisle or on tables.  Event Sponsor must remove them.  

9. Birdseed, rice, confetti, snow, glitter, candy hearts, potpourri (any small particulate item) are NOT permitted indoors or outdoors. 

CATERING/PREP ROOM:

1. Equipment & loading must be through the back door of the Facility on dollies with rubber (not metal) casters.  

2. Absolutely no loading/unloading shall take place during the wedding ceremony.  

3. Be prepared for a Prep Room; ovens are NOT available; sink access is available in our janitor’s closet.

4. Do NOT bring in microwaves or other cooking appliances. Additional amperage draw will blow breakers.  

5. Setup must be completed before the start of the wedding ceremony to avoid disruption of the service. 

6. Do NOT dispose of liquid waste in the bathroom sinks, toilets, hallway sink, parking lot or landscaped areas.  Waste, including liquids, must be disposed of properly OFFSITE.  (bring receptacles)

7. Do NOT place food or liquids on the table between the refrigerator and computer console (dry goods only).

8. Caterer is required to clean the Prep Room.  Please wipe down prep tables, the inside/outside of refrigerator; and clean spills from floors and splashes from walls. 

9. Collect trash and remove it to the rear outdoor trashcans.

10. Take all equipment and supplies upon departure – no storage of items is permitted.

11. Complete clearing and cleanup by the end of the rental period.

BRIDE & GROOM SENDOFF: 

1. Bubbles may be used OUTSIDE ONLY and must be distributed by Belltower staff (do not place for guest access).

2. Sparklers, birdseed, rice, flower petals, confetti, glitter, snow, candy hearts or potpourri are NOT permitted OUTSIDE.

3. Miniature bells, streamers, ribbon wands, glow sticks, pom-poms, noise-makers, fans, flags are some other options.

CONTRACT TIME LIMITS: 

1. Additional time for pre-event planning with your event coordinator, rehearsal time, or photo session should be paid prior to scheduling appointment.  Late departure of scheduled rehearsal time, photo session, or additional pre-event planning other than listed in the rental contract inclusions will result in forfeiture of Event Sponsor’s damage deposit at $50 per half hour.   
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