
 
Wedding Information Sheet 

 

Today’s Date:      
    
Date of Rehearsal:      Time:     
 
Date of Wedding:      Time:     
  
Name of Groom:           
 
 Address:           
  
             
 
Work Phone (     )   Home Phone (     )   Cell Phone (     )   
 
Name of Bride:           
 
 Address:           
 
             
 
Work Phone (     )   Home Phone (     )   Cell Phone (      )   

 
What is your relationship to the College? 
Employee            Alumni          Current Student            None ____   
Name of Alumni & Year of graduation:  ____________________________  
 
Liability Ins. Provided: _____Homeowners Ins. ____ Special Event Policy 
 

Special Requests 
Piano      Organ       
Lapel Microphone    Standing Microphone    
Altar      Unity Candle Stand __________ 
Podium     
Other ________________________________________________________ 
  
Security and Cleaning       Sound System Due to: 
Deposit:        $ 100.00                _______________  $ 235.00  
Chapel Balance due: $     
THIS FORM MUST BE RETURNED TO THE CONFERENCE OFFICE. 



Lease Agreement Form 
Lessee:_________________________________________________________  
Address:________________________________________________________  
 
Centenary College leases its facilities to individuals for weddings.  These lease 
agreements are viewed as a service to the community, a service we are very 
happy to provide.  
 
The College requires all individuals who lease our premises to agree to the 
following terms.  To signify your agreement, please sign this form as indicated, 
and return it with your contract.  
 
1. I, the undersigned, in full recognition and appreciation of the dangers and 

hazards inherent in the event I have organized and for which I have leased 
the Centenary College facilities, do hereby agree to assume all the risks and 
responsibilities surrounding this event; and further, I do for myself, and any 
participants in this event hereby defend, hold harmless and release 
Centenary College and forever discharge any and all its officers, agents and 
employees from and against any and all claims, demands, and actions, or 
causes of action, on account of damage to personal property, or personal 
injury, or death which may result during this event. I agree to provide a 
Certificate of Liability Insurance or will purchase a special events policy. 

 
2. I also agree to reimburse Centenary College for any damages to the 

property of Centenary College caused by the negligence of either myself or 
those participants of the groups, which I have organized and represent.  

 
3. In the event a wedding is cancelled, the $100.00 deposit is nonrefundable. 

 
4. I agree to pay      for rental of      for a 

wedding ceremony on    , as well as $235.00 for “on-site” 
Facilities personnel. 

              
Signature of Lessee                                              Date 

              
 Francine Campbell, Conference & Facilities Coordinator   Date 
  

THIS FORM MUST BE COMPLETED AND TURNED IN WITH 
DEPOSIT TO RESERVE CHAPEL. 


