
HOPE LUTHERAN CHURCH
CONTRACT FOR USE OF SANCTUARY

55 San Fernando Way, Daly City, CA 94015
Telephone: 650-991-4673

Date of Event: _______________________________________________ Number of guests: up to________________________

Purpose for use of Church: _________________________             Set-up Time:                                  to                                            

Ceremony:                                                 to                            
                                                                                                               

Pictures/Clean-up:                                to                                            

Wedding Rehearsal: _____________________________________________ Time: ________________ to
_________________

Name: ________________________________________ Phone: (W)_______________________(H)
______________________

Address: _______________________________________________ City: ___________________________ Zip:
_____________

CHURCH: $

MINISTER: $

ORGANIST: $

COORDINATOR: $

CANDELABRAS $

SECURITY DEPOSIT: $

TOTAL: $

DATE SECURITY DEPOSIT PAID _____________________ $ _____________________________ 
Security Deposit Due Date: ____________________________ 
BALANCE DUE BY: ________________________________ 

TOTAL BALANCE DUE: $ ______________________________

 RETURN WHITE COPY of contract to Hope Lutheran Church with your Security Deposit. 
 In case of cancellation: Security Deposit is not refundable unless Hope receives two months advance party notice in

writing.
 A charge of $25.00 will be levied upon a customer whose check is returned by the bank as uncollectible. 

For Office use only 
______________________________________________________________________________________
Security Deposit Refund (Customer’s Name)    Check# Date Amount
______________________________________________________________________________________
Coordinator    Check# Date Amount
______________________________________________________________________________________
Minister    Check# Date Amount
 _____________________________________________________________________________________ 
Organist    Check# Date Amount
______________________________________________________________________________________
Candelabra    Check# Date Amount
 

 



INFORMATION FOR CHURCH WEDDING COORDINATOR:
______________________________________________________________________________________
______________________________________________________________________________________
______________________________________________________________________________________
_____________________________________________________________________________________

 



RESPONSIBILITIES, RULES & GUIDELINES OF THE GROUP USING THE CHURCH
(PLEASE READ AND INITIAL ALL RULES)(PLEASE READ AND INITIAL ALL RULES)

1. Regularly scheduled meetings of Hope Lutheran Church group are placed on the calendar and given
priority over other requests. _______________ 

2. All  requests  for  the  use  of  Hope Lutheran Church  facilities  must  be  submitted  to  the  Hospitality
Manager and passed on by the Committee and not to be in conflict with any other already scheduled
meetings. _______________

3. Requests for the use of the facilities must come to the Hospitality Manager no less than one week ahead
of the event. _______________

4. Requests must be in writing on the contract provided by the Church stating the date, the type and
purpose of the event, the facilities and equipment needed, the approximate number in attendance and
the name, address and telephone number of the person making the request.  Security Deposit must be
paid within due date. _______________

5. Custodial arrangements must be made with the Hospitality Manager before facilities will be available.
_______________

6. CANCELLATION  OF  PARISH  HALL/CHURCH.   Hope  Church  must  receive  TWO  MONTHS
WRITTEN NOTICE OF CANCELLATION PRIOR TO PARTY DATE to  receive  refund of  full
security deposit.  Security deposit will not be refunded if notice is less than two months. ____________

RESPONSIBILITIES, RULES & REGULATIONS OF THE GROUP USING THE CHURCH.

Thank you for selecting Hope as the site to hold your special event.  Since we know this day is important to
you, we want you to know our guidelines now so that you can include these requirements in your plans.

1. The Church maximum seating capacity is 384.  If you wish to have a runner, be sure to purchase one
that is 50 feet long. _______________

2. The Church comes "as is".   Please protect the building,  floors and all facilities being used.   Only
masking tape or other non-damaging materials may be used to decorate the pews.  Please,  NO
staples, tacks, nails or scotch tape.  The party must bring all of their own supplies, such as, masking
tape,  string,  ribbon or other items needed for the event.   No decorations are allowed on the altar,
lectern, podium, or doorways.  Flowers may be placed on stands in the chancel area.  Wax candles are
not allowed in the chapel with the exception of a Unity Candle.  Hope Lutheran Church’s Wedding
Coordinator  will  supervise  the  placement  of  the  Unity  Candle.   DECORATIONS  ARE  NOT
ALLOWED ON THE ALTAR TABLE OR ALTAR AREA. _______________

3.    Photographers may take pictures during the church service, if approved by the presiding minister.
However, the photographer is  NOT ALLOWED in  ALTAR AREA.  Video taping is allowed if the
camera remains stationary and does not interfere with the service. _______________

4.    Microphones are available for soloist, reader. _______________

5.    Staged  ceremony and  wedding  party  photographs  may be  taken  in  the  sanctuary immediately
following the service. ______________

6.    Flowers, rice, birdseed and/or confetti are NOT ALLOWED TO BE THROWN OR DROPPED on
the premises, whether in or out of the building. _______________

7.    The wedding party is responsible for clearing the Church of all party belongings immediately after the
service (this includes flowers, runner, guest table items, gifts, etc.) _______________
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8.    All  items  moved  (MUST  BE  OKAYED BY THE  CHURCH  COORDINATOR  BEFORE
MOVING)  in the Church. Must be returned to their original location.  Specifically, if the piano is
moved on the chancel it is required that it be returned to its original location. _______________

9.    If Hope Church's Minister is performing the wedding ceremony, wedding couples are required to
attend and complete Adult Instruction Class.  Security Deposit will be refunded upon completion of
class or following wedding ceremony, whichever are the latter. _______________

10. The wedding party is responsible for leaving rooms used in the condition as found.  The signee of this
contract will assume any damages/repairs or cleaning incurred. _______________

11. Law prohibits smoking in the buildings.  Violation will result in the forfeiture of your security deposit.
The responsibility for control of no smoking rests with the signee of this contract. _______________  

12. Candelabras will be lit by the Church Coordinator Only. ________________

13. The times on this contract are not negotiable. Arriving to the church  BEFORE contracted time, or
leaving the church  AFTER contracted time, will incur a charge of $50.00 per hour, or any portion
thereof. This applies to the rehearsal, as well as the wedding. _______________

14. The Church Coordinator will be on site during the entire time of your party, including preparation time.
The Church Coordinator will oversee the party to make sure that rules and regulations are followed and
enforced.  Any problems that arise will be handled by the Church Coordinator; their rulings will be
final. __________________

I HEREBY AGREE to the above rules and regulations for the use and care of Hope’s facilities.

Date: _______________________________ Hospitality Manager: _____________________________

Security Deposit Due Date: ______________________ Date Balance Due: ______________________

Date: ________________________ Signature of Applicant: __________________________________

Make check payable to HOPE LUTHERAN CHURCH HOSPITALITY COMMITTEE and return white
copy Hope Lutheran Church, Attention: Hospitality Manager, 55 San Fernando Way, Daly City, CA 94015.

A charge of $25.00 will be levied upon a customer whose check is returned by the bank as uncollectible. 
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