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F e b r u a r y  2 0 0 5

To :    T h e  I n d i v i d u a l s  a n d / o r  O r g a n i z a t i o n s  D e s i r i n g  t o  U s e  t h e  B u i l d i n g s  a n d  
 F a c i l i t i e s  o f  S t .  L u k e ’ s  E p i s c o p a l  C h u r c h

We l c o m e ,

B e f o r e  s c h e d u l i n g  y o u r  e v e n t  w i t h  S t .  L u k e ’ s ,  y o u  w i l l  b e  a s k e d  t o  s i g n  t h e  S t .  
L u k e ’ s  E p i s c o p a l  C h u r c h  B u i l d i n g  a n d  F a c i l i t i e s  U s e  A g r e e m e n t  a n d  y o u  w i l l  b e  
a s k e d  t o  p a y  s o m e  f e e s .   We  a p o l o g i z e ,  b u t  t h e  a g r e e m e n t  i s  q u i t e  l e n g t h y  w i t h  a  
l o n g  l i s t  o f  r u l e s  a n d  r e g u l a t i o n s  b y  w h i c h  y o u  m u s t  a b i d e .   I n  t h i s  d a y  a n d  a g e ,  w e  
h a v e  t o  a t t e m p t  t o  b e  a s  t h o r o u g h  a s  p o s s i b l e .

H o w e v e r,  i f  y o u  k e e p  j u s t  t w o  c o m m o n  s e n s e  r u l e s  i n  m i n d ,  t h e r e  s h o u l d  b e  n o  
p r o b l e m s .   F i r s t ,  r e m e m b e r  t h a t  t h e  b u i l d i n g s  a n d  f a c i l i t i e s  y o u  w i l l  b e  u s i n g  a r e  
c o n s i d e r e d  s a c r e d  t o  t h e  p e o p l e  o f  S t .  L u k e ’ s .   Yo u  m u s t  t r e a t  t h e  s p a c e  a n d  t h e  
s a c r e d  o b j e c t s  t h e r e i n  w i t h  t h e  u t m o s t  r e v e r e n c e .

S e c o n d ,  t h i n k  o f  y o u r  u s e  o f  t h e  S t .  L u k e ’ s  b u i l d i n g s  a s  s i m i l a r  t o  y o u  i n v i t i n g  
s o m e o n e  t o  u s e  y o u r  h o m e  f o r  a  d a y.   H o w  w o u l d  y o u  w a n t  t h o s e  p e o p l e  t o  t r e a t  
y o u r  h o u s e ,  y o u r  h o m e ?   H o w  w o u l d  y o u  f e e l  i f  t h e y  r e a r r a n g e d  y o u r  f u r n i t u r e ,  b r o k e 
t h i n g s ,  a n d  l e f t  f o o d  c r u m b s  a n d  d e b r i s  o n  y o u r  c a r p e t ?   Yo u  w o u l d  w a n t  w h a t  w e  
w a n t .   We  w a n t  y o u  t o  l e a v e  o u r  b u i l d i n g  i n  t h e  s a m e  c l e a n  a n d  o r d e r l y  c o n d i t i o n  i n  
w h i c h  y o u  f o u n d  i t  b e f o r e  y o u r  e v e n t  b e g a n .

T h e  f e e s  a r e  t o  b o t h  c o v e r  t h e  c o s t  o f  t h e  u s e  o f  o u r  b u i l d i n g s  a n d  t o  p r o v i d e  s o m e  
f i n a n c i a l  s u p p o r t  t o  t h e  i n s t i t u t i o n .   M o s t  p e o p l e  s e v e r e l y  u n d e r e s t i m a t e  t h e  c o s t  o f  
r u n n i n g  a n d  m a i n t a i n i n g  a  c h u r c h .   We  b e l i e v e  t h e  f e e s  a r e  r e a s o n a b l e  a n d  w e  h o p e 
y o u  w i l l  a s  w e l l .

P e a c e  a n d  B l e s s i n g s ,

F r .  C h a r l e s  R o b i n s o n ,  R e c t o r

S t .  L u k e ’ s  E p i s c o p a l  C h u r c h

* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * *

                                                                                    
St. Luke’s Building Use Policy                                    Page 2                                          Revised on July 13, 2010



To :   T h e  B r i d e  a n d  G r o o m ,

We  a r e  d e l i g h t e d  y o u  h a v e  c h o s e n  t o  b e g i n  y o u r  m a r r i e d 
l i f e  w i t h  a  C h r i s t i a n  w e d d i n g  w h e r e  y o u ,  y o u r  f a m i l y,  
a n d  f r i e n d s  c a n  j o i n  t o  a s k  G o d ' s  b l e s s i n g  o n  y o u r  
i n t e n d e d  u n i o n .   I n  o r d e r  t o  a v o i d  m i s u n d e r s t a n d i n g  a n d 
m a k e  t h i s  s p e c i a l  e v e n t  i n  y o u r  l i f e  a  t r u l y  j o y o u s  o n e ,  
w e  t h o u g h t  i t  w o u l d  b e  g o o d  f o r  y o u  t o  k n o w  t h e  f o l l o w i n g  p r o c e d u r e s  t h a t  n o r m a l l y  
a p p l y  a t  w e d d i n g s  c o n d u c t e d  a t  o u r  c h u r c h  a n d  c h a p e l .   W i t h i n  t h e s e  b r o a d  
p a r a m e t e r s ,  t h e  p a r i s h  i s  c o n c e r n e d  t h a t  y o u r  w e d d i n g  r e f l e c t  y o u r  i n d i v i d u a l  
d e s i r e s  a n d  t a s t e s .

Yo u  s h o u l d  s t r i v e  t o  i n f o r m  t h e  m i n i s t e r  p e r f o r m i n g  y o u r  c e r e m o n y  o f  y o u r  d e s i r e  t o  
b e  m a r r i e d  a t  l e a s t  s i x  m o n t h s  b e f o r e  t h e  i n t e n d e d  d a t e  o f  t h e  w e d d i n g .   I f  t h e  
m i n i s t e r  i s  s o m e o n e  o t h e r  t h a n  t h e  r e c t o r  ( p a s t o r )  o f  S t .  L u k e ’ s ,  y o u  m u s t  o b t a i n  
p e r m i s s i o n  f r o m  t h e  r e c t o r  o f  S t .  L u k e ’ s  b e f o r e  y o u r  w e d d i n g  c a n  b e  s c h e d u l e d .   
P r e - m a r i t a l  c o u n s e l i n g  h a s  b e e n  s h o w n  a g a i n  a n d  a g a i n  a s  b e i n g  h e l p f u l  i n  g e t t i n g  a 
m a r r i a g e  o f f  o n  t h e  r i g h t  f o o t  a n d  i s  h i g h l y  r e c o m m e n d e d .   T h e  r e c t o r  o f  S t .  L u k e ’ s ,  
F r.  C h a r l e s ,  w o u l d  b e  h a p p y  t o  d i s c u s s  t h i s  w i t h  y o u .   

P l e a s e  n o t e ,  a n  E p i s c o p a l  c l e r g y  p e r s o n  f r o m  a n o t h e r  d i o c e s e  m u s t  r e c e i v e  w r i t t e n 
p e r m i s s i o n  t o  p e r f o r m  y o u r  w e d d i n g  f r o m  t h e  E p i s c o p a l  B i s h o p  o f  U t a h  a t  l e a s t  3 0  
d a y s  p r i o r  t o  t h e  c e r e m o n y.   O n e  o f  t h e  t w o  p e r s o n s  b e i n g  m a r r i e d  m u s t  b e  a  
b a p t i z e d  C h r i s t i a n .   I f  t h e  m i n i s t e r  p e r f o r m i n g  y o u r  w e d d i n g  i s  a n  E p i s c o p a l  p r i e s t  
a n d  i f  o n e  o r  b o t h  o f  y o u  h a v e  b e e n  m a r r i e d  p r e v i o u s l y,  i t  w i l l  b e  n e c e s s a r y  t o  
s e n d  a n  o r i g i n a l  c e r t i f i e d  d i v o r c e  d e c r e e  g r a n t i n g  t h e  d i v o r c e ( s )  t o  t h e  B i s h o p  o f  
U t a h  a t  l e a s t  3 0  d a y s  i n  a d v a n c e  o f  y o u r  w e d d i n g  d a t e .   T h e  b i s h o p  w i l l  w a n t  t h e  
E p i s c o p a l  p r i e s t ’ s  r e c o m m e n d a t i o n  r e g a r d i n g  t h e  a u t h o r i z a t i o n  f o r  y o u r  w e d d i n g  
c e r e m o n y  t o  t a k e  p l a c e .   G e n e r a l  g u i d e l i n e s  t h a t  t h e  p r i e s t  w i l l  u s e  i n  
r e c o m m e n d i n g  t o  t h e  b i s h o p  t h a t  r e m a r r i a g e  b e  a l l o w e d  i n c l u d e :

 H a s  a t  l e a s t  a  y e a r  p a s s e d  s i n c e  t h e  p r e v i o u s  m a r r i a g e  e n d e d  i n  s e p a r a t i o n  
a n d / o r  d i v o r c e ?

 H a s  a d e q u a t e  p r o v i s i o n  b e e n  m a d e  f o r  t h e  p h y s i c a l  c a r e  a n d  f o r  a  
c o n t i n u i n g  r e l a t i o n s h i p  w i t h  t h e  o f f s p r i n g  o f  t h e  p r e v i o u s  m a r r i a g e ?

 H a s  a n  a t t e m p t  b e e n  m a d e  t o  s e e k  c o u n s e l i n g  b e f o r e  t h e  p r e v i o u s  
m a r r i a g e ' s  d i s s o l u t i o n ?

P e a c e  a n d  B l e s s i n g s ,

F r .  C h a r l e s  R o b i n s o n ,  R e c t o r
S t .  L u k e ’ s  E p i s c o p a l  C h u r c h
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St. Luke's Episcopal Church
Building and Facilities

Use Agreement

This  agreement  is  entered in to  th is             day of                       ,  20            by  and 
among the Corporat ion of  the Episcopal  Diocese of  Utah,  a  Utah nonprof i t  corporat ion (A 
Owner)  and St .  Luke’s  Episcopal  Church,  (A Par ish)  a t  4595 Nor th  Si lver  Spr ings Dr. ,  Park 
Ci ty,  UT  84098,  and  

(Users ’ Names) :  

                                                                                                                               .

whose address is :  
                                                                                                                              .

                                                                                                                              .

here inaf ter  re fer red to  as “User. ”

Th is  agreement  appl ies on ly  to :

          Chapel  (525 Park Ave. )              Church (4595 N.  S i lver  Spr ings Dr. )

By permi t ,  Par ish author izes User  to  use,  subject  to  condi t ions set  out  be low,  the 
fo l lowing descr ibed lands and/or  fac i l i t ies :

         Sanctuary            Beth lehem           Jer icho

         Fe l lowship Area            Cana     NA   Emmaus

         K i tchen             Jerusalem            NA   Holy Land             

         L ibrary            Nazareth
                     
Other  
(spec i fy) :                                                                                                                  .

Except  for  rest  room fac i l i t ies ,  User  shal l  not  use any other  rooms in  the bu i ld ing.

This  permi t  is  issued by the Par ish so le ly  for  the fo l lowing descr ibed act iv i t ies :

 _______________________________________________________________

 _______________________________________________________________

 _______________________________________________________________

                                                                                    
St. Luke’s Building Use Policy                                    Page 4                                          Revised on July 13, 2010



The term of  th is  permi t  is  l imi ted to  the above descr ibed act iv i ty  and is  hereby issued f rom 
the          day of                      ,  20         through the          day of                      ,  20         
inc lus ive ly.

The rooms des ignated for  your  use wi l l  be avai lab le :  

f rom             am/pm unt i l              am/pm on (date) :                       ,  20        .                    

f rom             am/pm unt i l              am/pm on (date) :                       ,  20        .
  
f rom             am/pm unt i l              am/pm on (date) :                       ,  20        .

f rom             am/pm unt i l              am/pm on (date) :                       ,  20        .

Addi t ional  dates and t imes when re levant :

 
In  re turn for  the pr iv i lege of  us ing sa id  lands and /or  fac i l i t ies ,  User  hereby agrees to  
accept  and comply  wi th  each of  the fo l lowing terms and condi t ions:  

1. Non-prof i t  organizat ions and groups,  whose miss ion,  ph i losophy,  and act iv i t ies  are 
compat ib le  wi th  that  o f  the Episcopal  Church,  shal l  use St .  Luke’s  fac i l i t ies .   Any 
except ions shal l  be cons idered on a case by case bas is  and be subject  to  
approval  by St .  Luke’s  Vest ry.   User  shal l  prov ide Par ish  wi th  a  501 C 3  IRS 
Exempt ion Determinat ion Let ter  ident i fy ing User ’s  non-prof i t  s ta tus.  

2. St.  Luke’s  Episcopal  Church reserves the r ight  to  deny the use of  i ts  fac i l i t ies  to  
anyone whose miss ion,  ph i losophy and act iv i t ies  are perce ived to  be in  conf l ic t  
w i th  that  o f  the Episcopal  Church.

3. Al l  uses of  any bu i ld ings and/or  fac i l i t ies  must  be approved by the rector  (pastor )  
o f  St .  Luke’s  and/or  h is  des ignee and wi l l  be based upon the avai lab i l i ty  o f  an 
approved member  o f  St .  Luke’s  to  a t tend the event  in  quest ion.

4. The requi rement  that  an approved member of  St .  Luke’s  must  a t tend the event  in  
quest ion may be waived by the rector  and/or  des ignee i f  deemed appropr ia te  by 
the same.  

5. Al l  fees must  be pa id  pr ior  to  the event  (e .g . ,  wedding,  conference,  e tc . )  Your  date 
wi l l  not  be conf i rmed unt i l  payment  has been rece ived.   

6. The St .  Luke’s  Episcopal  Church Bui ld ing and Fac i l i t ies  Use Agreement  must  be 
submi t ted at  the same t ime as payment  is  made.   The event  wi l l  be canceled i f  the 
Bui ld ing and Fac i l i t ies  Use Agreement  is  not  submi t ted.

7. Al l  fac i l i t ies  must  be re turned to  the i r  or ig ina l  condi t ion.   A l l  rooms must  be le f t  
c lean.
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8. No animals  are a l lowed in  the Sanctuary.   The church ’s  Sanctuary  (worsh ip  space) 
is  he ld  sacred by the people of  St .  Luke’s  and must  be respected and t reated as 
sacred space.

9. Faci l i t ies  wi l l  be reserved on a f i rs t  come bas is .   A l though Par ish act iv i t ies  wi l l  
take precedence,  we wi l l  make every effor t  not  to  bump any scheduled event  o ff  o f 
the ca lendar.   Cer ta in  unavoidable c i rcumstances (such as funera ls)  may make i t  
necessary to  prov ide an a l ternate room, reschedule,  or  cancel  an act iv i ty.   Fees 
wi l l  be re funded in  the event  o f  a  cancel la t ion for  th is  reason.   

10. Al l  ind iv iduals  wi l l  be requi red to  leave at  the scheduled end of  the event  or  incur  
a  $100 per  hour  charge.   

11. For  those groups offer ing babys i t t ing serv ices,  i t  is  necessary to  inc lude the 
name,  age,  and te lephone numbers of  a t  least  two s i t ters .  There must  a lways be a 
min imum of  two s i t ters  for  groups of  two or  more ch i ldren.   Th is  in format ion must  
be submi t ted wi th  the Bui ld ing Use Agreement .   There wi l l  be a Nursery  usage fee 
of  $50.00.  

 Name:                                             Age:            Phone:                            .

 Name:                                             Age:            Phone:                            .

12. The chapel  seats  60 comfor tab ly.   The Park Ci ty  F i re  Depar tment  sets  a  l imi t  o f  72 
people for  the chapel .   The church seats  120 comfor tab ly  in  the pews.   Chai rs  may 
be set  up to  accommodate more people.   There are 60 of  the burgundy chai rs  and 
55 whi te  p last ic  chai rs .   Pews may not  be moved.

13. I f  you choose to  set  up more chai rs ,  you are responsib le  for  set t ing them up and 
put t ing them back af ter  your  event .   The seat ing in  the sanctuary  must  be put  back 
exact ly  the way i t  was pr ior  to  your  event .

14. I f  you choose to  rent  chai rs ,  which wi l l  need to  be done through an outs ide 
source,  you can comfor tab ly  seat  an addi t ional  100 in  the main church ’s  
sanctuary.

15. Al l  ar t ic les be longing to  the user  and your  guests  and a l l  mater ia ls  used to  
decorate the church must  be removed immediate ly  a f ter  the event .

16. I f  any i tems are le f t  in  the bu i ld ing fo l lowing your  event  there wi l l  be a $50 moving 
fee and a $20 per  day s torage fee.   These fees wi l l  be deducted f rom your  
deposi t .   St .  Luke’s  Episcopal  Church and/or  h is  des ignee are not  responsib le  for  
any loss or  damage incurred.

17. Everyth ing ( inc lud ing the sound system) must  be restored to  i t ’s  or ig ina l  condi t ion 
pr ior  to  the Saturday af ter  your  event  so that  every th ing is  ready for  worsh ip  
serv ices on Sunday.

18. The user  must  schedule an appointment  wi th  the St .  Luke’s  Music  Di rector  before 
the event  and af ter  the event  to  go over  the Sound System check l is t .

19. The sound system is  on ly  to  be operated by St .  Luke’s  technic ians at  $25 per  hour 
to  be pa id separate ly  to  the technic ian.   P lease in form the church off ice i f  you 
need a l is t  o f  names of  our  technic ians.

20. The p iano,  organ,  microphones and any other  musica l  ins t rument  may not  be 
moved unless St .  Luke’s  Music  Di rector  has g iven approval .
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21. Pr ior  approval  by St .  Luke’s  Music  Di rector  must  be g iven to  use the organ.

22. I f  the sound system has been approved for  use,  you must  complete the at tached 
Sound System Check l is t ,  see page 16.   Th is  l is t  w i l l  be checked pr ior  to  your  use 
and again fo l lowing your  event .   The user  (person in  charge of  us ing the sound 
system) must  make an appointment  wi th  the music  d i rector  to  go over  the 
check l is t .  You have three days or  unt i l  the Saturday fo l lowing your  event  to  
complete the check l is t .   Af ter  three days,  or  the Saturday,  a  $50 per  day fee wi l l  
be deducted f rom your  deposi t .

23. The Bui ld ing and Fac i l i ty  Use Agreement  takes precedence over  these regulat ions.  
These regulat ions are subject  to  change wi thout  not ice.   In  the event  o f  a  change,  
St .  Luke’s  wi l l  a t tempt  to  not i fy  you of  any changes pr ior  to  the date of  your  event .

24. Insurance.   (Does NOT apply  to  ind iv iduals  us ing the fac i l i t ies  for  a  one- t ime 
event ,  e .g . ,  weddings. )   Owner  and Par ish shal l  not  be responsib le  for  los t  or  
s to len proper ty  o f ,  or  in jur ies or  damage to ,  User  or  any member,  guest  or  inv i tee 
of  User  u t i l i z ing the Par ish or  i ts  fac i l i t ies  whether  ins ide or  outs ide.  User  shal l  
de l iver  to  Par ish before making any use of  i ts  fac i l i t ies  a  cer t i f icate  o f  insurance 
re la t ing to  User  and i ts  act iv i t ies  and operat ion.  The cer t i f icate or  po l icy  o f  
insurance shal l  be issued by an insurance carr ier  l icensed to  do bus iness in  the 
State of  Utah and reasonably  acceptable to  Owner  and Par ish.  The po l icy  shal l  
prov ide insurance protect ion to  inc lude the fo l lowing:    

 $1,000,000 for  in jury  to  or  death of  any one person per  occurrence.
 $1,000,000 for  in jury  to  or  death of  more than one person per     
    occurrence.

 $500,000 for  damages to  proper ty  and products  per  occurrence.
   
25. The cer t i f icate or  po l icy  shal l  l i s t  Owner  and Par ish as addi t ional  insureds.

26. Indemni f icat ion.  User  shal l  indemni fy  and hold harmless the Owner  and Par ish,  i ts 
o ff icers ,  agents ,  employees,  t rustees,  and aff i l ia tes f rom and against  a l l  loss,  
cost ,  c la im,  l iab i l i ty,  damage or  expense,  inc lud ing wi thout  l imi ta t ion,  a t torney ’s  
fees and costs ,  ar is ing f rom or  assoc ia ted wi th  any in jury  or  damage to  person or  
proper ty  re la t ing to  or  ar is ing out  o f  User ’s  use of  St .  Luke’s  bu i ld ing and 
proper ty.

27. Par ish cannot  be responsib le  for  prov id ing coffee,  o ther  beverages,  and/or  
suppl ies except  for  d iocesan groups who have entered in to  a  separate agreement  
for  such serv ice.

28. Any a lcohol ic  beverages to  be served must  be in  compl iance wi th  Owner  po l icy  
and be approved by Par ish pr ior  to  event .  A lcohol  (champagne or  wine,  no hard 
l iquor)  is  permiss ib le  in  the church par ish ha l l  area on ly.   I f  a lcohol  is  consumed 
by guests  on St .  Luke’s  proper ty,  the s igner  o f  th is  agreement  is  responsib le  for  
conduct ,  behavior  and act ions of  such guests .

29. Food may only  be prepared or  consumed in  the k i tchen or  fe l lowship area.   No 
food or  beverage may go beyond the double doors leading in to  the educat ion area 
wi thout  pr ior  approval .

30. St  Luke’s  mainta ins a smoke f ree env i ronment .  Smoking may be permi t ted outs ide 
on ly  upon rece iv ing pr ior  approval  f rom the Par ish.

31. User  shal l  keep sa id  lands and/or  fac i l i t ies  to  s tandards of  repai r,  order l iness,  
sani ta t ion and safety  acceptable to  Par ish.   Pr ior  to  terminat ion of  th is  permi t ,  
User  shal l  c lean and restore sa id  lands and/or  fac i l i t ies  e i ther  back to  or ig ina l  
condi t ion or  to  a  condi t ion sat is factory  to  St .  Luke’s .
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32. User  must  remain on the premises unt i l  a l l  par t ic ipants  have le f t  the bu i ld ings and 
grounds and is  responsib le  for  ver i fy ing the l ights  are turned off  and the fac i l i ty  is  
le f t  locked and in  good order.

33. User  shal l  be prov ided a key to  the bu i ld ing.  User  shal l  de l iver  to  Par ish a key 
deposi t  o f  $80.00 for  the f i rs t  key made avai lab le  to  User  and $50.00 for  each 
addi t ional  key.  User  shal l  not  a l low addi t ional  keys to  be made or  d is t r ibuted to  
User ’s  members wi thout  pr ior  wr i t ten consent  o f  Par ish.  User  shal l  re turn a l l  such 
keys to  Par ish upon the expi ra t ion or  ear l ier  terminat ion of  th is  Agreement .  Par ish 
shal l  re turn the key deposi t  to  User  upon return of  key(s) .   Wedding par t ies  wi l l  
not  be issued a key as the wedding fac i l i ta tor  wi l l  have access to  the bu i ld ings.

34. User  shal l  cooperate wi th  Par ish in  mainta in ing i ts  fac i l i t ies  as a p lace of  worsh ip  
and as a center  for  learn ing,  recreat ion,  and mutual  suppor t  and fe l lowship for  
congregat ion members,  guests  and inv i tees.  User  shal l  not  in ter fere wi th  Par ish ’s  
use of  i ts  fac i l i t ies  or  that  o f  Par ish ’s  o ther  guests  and inv i tees.

35. Par ish may terminate th is  permi t  a t  any t ime for  breach of  any terms or  condi t ions 
here in  agreed to .

36. User  shal l  pay to  St .  Luke’s  a  bu i ld ing renta l  fee of  $                      .   Th is  fee 
covers the use of  the rooms and fac i l i t ies  des ignated for  User ’s .

37. The user  may not  rearrange or  remove any furn ish ings (pews,  musica l  
ins t ruments ,  a l tar  e tc . )  in  the bu i ld ing.   Th is  inc ludes i tems hanging on the wal ls ,  
w i thout  pr ior  approval .

38. The user  may not  rearrange or  remove any i tems f rom the Al tar.

39. The user  may not  a t tach anyth ing to  any wal ls  or  furn ish ings inc lud ing the pews.   
Th is  inc ludes us ing na i ls ,  s tap les,  tape,  e tc .

40. The user  is  expected to  c lean up af ter  your  act iv i ty,  leav ing the fac i l i t ies  in  the 
exact  condi t ion in  which you found them. I f  any i tems are le f t  in  the bu i ld ing 
fo l lowing your  event  there wi l l  be a $50 moving fee and a $20 per  day s torage fee.  
These fees wi l l  be deducted f rom your  deposi t .   St .  Luke’s  Episcopal  Church and/
or  h is  des ignee are not  responsib le  for  any loss or  damage incurred.

41. A $300 c leaning/damage deposi t  is  requi red and wi l l  be re funded upon approval  o f 
the par ish off ice af ter  i t  has been determined that  a l l  fac i l i t ies  were le f t  c lean,  in  
good order  and wi thout  damage.   Th is  must  be rece ived wi th  the renta l  fee,  as a 
separate check.    Th is  fee is  to  be pa id  at  the same t ime space is  he ld  for  you.  
(Your  event  date wi l l  not  be reserved unt i l  th is  check and th is  s igned agreement  
are rece ived)

42. A jan i tor ia l  fee of  $150 is  requi red for  the c leaning of  the fac i l i ty  before and af ter  
a  major  event  such as a wedding.   Th is  is  ar ranged for  by the church off ice us ing 
the churches jan i tor ia l  serv ices.   (Th is  fee is  waived for  A lcohol ics  Anonymous 
and the Uni ty  Congregat ion as long as they take care of  and c lean the i r  area of  
use. )  Th is  fee is  to  be pa id  a t  the same t ime space is  he ld  for  you.

43. I f  your  event  is  canceled,  p lease not i fy  us immediate ly.   The fee wi l l  be re funded i f 
cancel la t ions are made 30 days pr ior  to  the scheduled date of  the wedding.   
Twenty- f ive percent  o f  the fee wi l l  be re funded i f  cancel la t ions are made wi th in  
two weeks of  the scheduled date of  the wedding.

             I  have read and agree to  the above s ta ted regulat ions #1-43.
 (P lease in i t ia l )
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FOR WEDDINGS:  Type or  Pr in t

Br ide : ____________________________________________________________

 Address : _____________________________________________________
 
 Phone Number :   Day : _____________________________________________

      Evening : ____________________   Cel l :   __________________

   E-Mai l  Address :  ________________________________________________

 S igned: _____________________________________________________

Groom: ____________________________________________________________

 Address : _____________________________________________________

 
 Phone Number :   Day : _____________________________________________

      Evening : ____________________   Cel l :   __________________

   E-Mai l  Address :  ________________________________________________

 S igned: _____________________________________________________

Assigned Wedding Fac i l i ta tor :   ____________________________________________

Phone Number :   _________________   E-Mai l  Address_________________________

Off ic ia t ing Clergy:   ______________________________________________________

Phone Number :   ________________________________________________________

Approved to  Per form Ceremony by:   _____________________  On:   _____________
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Regulations Specific to Weddings

44. The rector  (pastor )  o f  St .  Luke’s  per forms weddings on ly  for  those couples who 
are current ly  worsh ipp ing as act ive members of  St .  Luke’s  and/or  have re la t ives 
who are act ive members of  the par ish.

45. I f  you would l ike the rector  o f  St .  Luke’s  to  per form the ceremony,  you must  have 
an appointment  wi th  the rector.   Th is  appointment  must  take p lace no la ter  than 90 
days pr ior  to  the wedding.

46. Never  set  your  wedding date and/or  t ime pr ior  to  consul t ing wi th  the rector  i f  you 
are expect ing and want ing the rector  to  per form the ceremony.

47. Minis ters  o ther  than the rector  o f  St .  Luke’s  and Episcopal  c lergy may per form 
weddings on the grounds of  St .  Luke’s ;  however,  pr ior  approval  must  be g iven by 
the rector  o f  St .  Luke’s .

48. Al l  weddings and wedding rehearsa ls  per formed at  a  St .  Luke’s  fac i l i ty,  regard less 
of  who the min is ter  per forming the ceremony wi l l  be,  must  be at tended and 
superv ised by an approved St .  Luke’s  Wedding Fac i l i ta tor.

49. A $175 wedding fac i l i ta tor  fee is  requi red for  a l l  weddings.   Th is  fee must  be pa id 
as a separate check made d i rect ly  to  the fac i l i ta tor.   The fac i l i ta tor  must  be 
ass igned and the fee pa id  a t  the same t ime that  the date is  reserved.   Your  
wedding date wi l l  not  be reserved unt i l  a l l  checks and the s igned agreement  is  
rece ived.

50. There wi l l  be no weddings per formed at  St .  Luke’s  dur ing Holy  Week,  the week 
pr ior  to  Holy  Week,  the week pr ior  to  Chr is tmas nor  the week fo l lowing Chr is tmas.

51. The user  may not  rearrange or  remove any i tems f rom the Al tar  wi thout  pr ior  
consent  f rom the Wedding Fac i l i ta tor.   ONLY THE FACILITATOR MAY MOVE ANY 
ITEMS.

52. The user  may not  rearrange or  remove any furn ish ings (pews,  musica l  
ins t ruments ,  a l tar  e tc . )  in  the bu i ld ing.   Th is  inc ludes i tems hanging on the wal ls ,  
w i thout  pr ior  approval .

53. The user  may not  a t tach anyth ing to  any wal ls  or  furn ish ings inc lud ing the pews.   
Th is  inc ludes us ing na i ls ,  s tap les,  tape,  e tc .   You may p lace f lowers on the f loor  a t 
the end of  the pews.

54. Weddings necess i ta te  the use of  two rooms (one for  Br ida l  par ty,  one for  
Groomsmen).
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55. You are responsib le  for  secur ing your  own music ians,  f lor is ts  and photographers.   
The choice of  music  should re f lect  the re l ig ious character  o f  the serv ice.   The 
wedding par ty  is  responsib le  for  your  own music ians.  

56. I f  a  profess ional  or  amateur  photographer  is  used,  p lease in form them that  a l l  
equipment  needs to  be d ismant led and removed no la ter  than ha l f  an hour  before 
the scheduled beginn ing of  the serv ice.   Make sure they understand that  there wi l l 
be no f lash photos or  moving about  in  the church dur ing your  ceremony.   

57. Consul t  the min is ter  per forming the ceremony about  the use and p lacement  o f  
VCR equipment .   I t  is  usual ly  recommended that  a t  least  1 /2  hour  be a l lowed for  
photographs before the t ime of  the serv ice.

58. Al l  de l iver ies ( i .e .  f lo ra l )  must  be coord inated wi th  the St .  Luke’s  Wedding 
Fac i l i ta tor.  A member of  the wedding par ty  must  be present  to  accept  and s ign for  
a l l  de l iver ies.   St .  Luke 's  is  not  responsib le  for  de l iver ies.

59. There wi l l  be no recept ions in  the main church bu i ld ing or  chapel  fo l lowing a 
wedding ceremony un less a member  o f  the wedding par ty  is  an act ive member  o f  
St .  Luke’s  Church.   A l l  recept ions must  be pre-approved by the Wedding 
Fac i l i ta tor  ass igned to  the event .   There wi l l  be no recept ions at  the Chapel

60. There wi l l  be addi t ional  renta l  and c leaning fees for  a l l  bas ic  recept ions.   1-74 
people $250;  75-149 people $300;  150 people and over  $400.   For  anyth ing more 
than a bas ic  recept ion,  fees wi l l  be d iscussed.

61. Birdseed is  a l lowed for  use outs ide of  the bu i ld ing,  but  the user  must  sweep i t  up 
when you are f in ished.  Rice or  confet t i  may not  be used in  or  near  the bu i ld ing.

62. For  members of  the St .  Luke’s  Par ish fami ly,  a  $200 honorar ium fee is  suggested 
i f  you use the rector  a t  St .  Luke’s  to  per form your  ceremony.   Th is  is  the 
recommended donat ion that  may be made to  the Rector ’s  Discret ionary Fund,  but  
i t  is  not  requi red.

63. The wedding p lan needs to  be rev iewed and pre approved by the Wedding 
Fac i l i ta tor.   IE.  Photography,  f lowers,  candles,  e tc…

64. The wedding par ty  is  responsib le  for  any snow or  ice removal .  

 

            I  have read and agree to  the above s ta ted regulat ions #44-64.
 (P lease in i t ia l )
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For  purposes of  admin is ter ing th is  Agreement ,  Par ish and User  des ignate the fo l lowing 
ind iv iduals  as the i r  respect ive representat ives to  answer  quest ions and to  rece ive,  f rom 
t ime to  t ime,  in format ion and not ices per ta in ing to  th is  Agreement :

  PARISH :                                                                                                       
 

work te lephone no.                                     e-mai l  address                                                

  USER :                                                                                                        

work te lephone no.                                     home te lephone no.                                       

ce l l  te lephone no.                                      e-mai l  address                                              

Th is  agreement  is  accepted by User  subject  to  addi t ional  condi t ions numbered            
to             a t tached hereto and hereby made a par t  o f  th is  permi t .

APPROVED BY RECTOR OR PARISH ADMINISTRATOR OF ST.  LUKE’S

B y :                                                                                                                    

Ti t le :                                                                Date:                                           

APPROVED BY USER OR AUTHORIZED USER’S DESIGNEE
                                 

B y :                                                                                                                    

Ti t le :                                                                Date:                                           

APPROVAL FOR SOUND SYSTEM/EQUIPMENT CHECKLIST
 

 Appointment  Date & Time BEFORE the event :                                                        

 Appointment  Date & TIME AFTER the event :                                                          

Contact  Manuel  Marav i ,  St .  Luke’s  Music  Di rector,  p ianospecia l is ts@comcast .net  or  text  
h im at  435-513-2768.

Par ish may terminate th is  permi t  a t  any t ime for  breach of  any terms or  condi t ions here in  
agreed to .
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Renta l  Fee Received:  ($20 -  $700,  See at tached schedule)

$                            Check #                                  

Date Received:                                                       

Rector ’s  Honorar ium:  ($200 I f  Appl icab le) 

$                             Check #                                  

Date Received:                                                       

Wedding Fac i l i ta tor  Fee Received:  ($175)  Must  be a separate check

$                            Check #                                  

Date Received:                                                       

C leaning Fee Received:  ($150) 

$                             Check #                                  

Date Received:                                                       

Secur i ty  Deposi t  Fee Received:  ($300) 

$                             Check #                                  

Date Received:                                                       

Key Fob Deposi t  Received:  ($80 F i rs t  Key,  $50 each addi t ional ,  I f  appl icab le)

$                            Check #                                  

Date Received:                                                       

Thank you for  your  cooperat ion.  We hope your  event  is  successfu l  and that  your  t ime at  
St .  Luke’s  is  p leasant .

Peace and Bless ings,

The Rector and Staff
St.  Luke’s  Episcopal  Church
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RATE SCHEDULE “A”
ROOM! ! ! ! ! FEE
Sanctuary (pews)! ! ! ! $75
Fellowship Area! ! ! ! $25
Kitchen (for any food or beverage)** ! $30
Vestry Room!! ! ! ! $20
Classrooms and/or Library !! ! $20
Holy Land and Emmaus! ! NOT AVAILABLE

** Groups using the kitchen facilities must provide their own cups, plates, napkins and utensils.

Groups under this rate schedule can book the facility on a first come, first serve basis.  Weekdays 
(Monday - Thursday) may be booked anytime.  Weekends (Friday and Saturday) may be booked only 
within 30 days of the event.

ROOM! ! ! ! ! # OF PEOPLE! ! FEE
Sanctuary (pews)! ! ! ! 1-25! ! ! ! $50
! ! ! ! ! ! 26-50! ! ! ! $75
! ! ! ! ! ! 51-100! ! ! $100
! ! ! ! ! ! 101-150! ! ! $150
! ! ! ! ! ! 151-max! ! ! $200
Fellowship Area! ! ! ! 1-50! ! ! ! $50
! ! ! ! ! ! 50+! ! ! ! $75! !
Kitchen (for beverage)**! ! ! ! ! ! ! $30
Kitchen (for food)** ! ! ! ! ! ! ! ! $60
Vestry Room!! ! ! ! ! ! ! ! $50
Classrooms and/or Library !! ! ! ! ! ! $50
Holy Land & Emmaus! ! ! ! NOT AVAILABLE

** Groups using the kitchen facilities must provide their own cups, plates, napkins and utensils.

An example of how room charges would be calculated is as follows:

A “RATE SCHEDULE A” group of 75 people would like to use the sanctuary and have coffee for the 
group in the Fellowship Area after the function, the cost would be:
! ! ! ! ! ! Sanctuary……………...….!$75
! ! ! ! ! ! Fellowship Area……..…… $25
! ! ! ! ! ! Kitchen (for beverage)…... $30
! ! ! ! ! ! TOTAL………………..…… $130

A “RATE SCHEDULE B” group of 75 people would like to use the sanctuary and have coffee for the 
group in the fellowship area after the function, the cost would be:
! ! ! ! ! ! Sanctuary………………….!$100
! ! ! ! ! ! Fellowship Area………….. $75
! ! ! ! ! ! Kitchen (for beverage)…... $30
! ! ! ! ! ! TOTAL………..…………… $205

RATE SCHEDULE “B”
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USAGE GUIDELINES:  9:00am - 10:00pm Monday - Saturday.  The facility is not available on 
Sundays.  Groups needing the building for longer than the above hours or on Sunday, need to be 
approved by the Vestry.  St. Lukeʼs facilities may be used on a first come, first serve basis.  Use fees 
will be based on the number of rooms requested and by the number of people using the rooms.

ST. LUKEʼS SUPPORTED GROUPS: Those groups supported by St. Lukeʼs Church, i.e.. AA, Al-Anon, 
NA, etc.! ! ! ! ! ! ! !          No Charge for Room Usage

WEDDINGS:  
CHURCH WEDDINGS:  St. Lukeʼs members having an episcopal wedding and episcopal priest  $250
CHURCH WEDDINGS:  All Others  ! ! ! ! ! ! ! ! !   $700

CHAPEL WEDDINGS:  St. Lukeʼs members having an episcopal wedding and episcopal priest   $100
CHAPEL WEDDINGS:  All Others  ! ! ! ! ! ! ! ! !   $500

HONORARIUM FOR PRIEST:  ! ! ! ! ! ! ! ! ! !   $200
WEDDING FACILITATOR:!! ! ! ! ! ! ! ! ! !   $175

OTHER ORGANIZATIONS:
OTHER CHURCH GROUPS:  Church groups other than St. Lukeʼs, (not including weddings) i.e. other 
denomination church retreats   ! ! ! ! ! ! !   ! Rate Schedule “A”

NON-PROFIT GROUPS:  Groups that sponsor an event and have a non-profit 501 C 3 number.
! ! ! ! ! ! ! ! ! ! ! !   Rate Schedule “B”

COMMERCIAL GROUPS:  Non-Church affiliated groups desiring a place to meet.  i.e. The Christian 
Center, Voting. Music Recitals! Subject to approval for one time usage  !!   Rate Schedule “B”

OUTSIDE GROUPS THAT WOULD LIKE TO USE THE BUILDING ON A CONTINUING BASIS:
Non church or church affiliated groups desiring weekly use of the churches facilities. i.e.
CHURCH AFFILIATED:  Unity Church, Church of Christ
NON-CHURCH AFFILIATED:  Boy Scouts! !    Building Use Must Be Approved by the Vestry

ST. LUKEʼS EPISCOPAL CHURCH USAGE RATES
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Sound System/Equipment Checklist

Scheduled date prior to the event:                                                                                                                               . 

Scheduled date after Event:                                                                                                                                         .
 This must happen within three days or the Saturday  following your event, whichever occurs first.

Approved Individuals for the User:

Name:                                                                                 Phone:                                                                              .

Name:                                                                                 Phone:                                                                              .

Name:                                                                                 Phone:                                                                              .
 

Items
Before
Event

After
Event Notes

Approved
By

Lapel A

Lapel B

Handheld

Mic. 1

Mic. 2

Mic. 3

Mic. 4

Mic. 5

Mic. 6

Keyboard

Guitar

Recording System

Piano

Projector

Any Instruments/
Equipment left?

To schedule  the Sound System / Equipment Checklist contact St. Luke’s Music Director Manuel Maravi.  
The  best way to contact him is through e-mail at pianospecialists@comcast.net.  If you do not have computer 
access, you may text him at 435-513-2768 or leave him a message.
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