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OUTSIDE COORDINATOR AGREEMENT 

This contract is for anyone, professional or nonprofessional, planning to assist with the coordination of a wedding at Robert Carr 
Chapel (RCC), and must be initialed and signed by the person doing the work; not by a member of the wedding couple or any of their 
representatives. The chapel fee paid by the contracted couple includes the services of a day-of chapel coordinator to assist with 
logistics of the rehearsal and ceremony. If a contracted couple chooses to hire an outside wedding coordinator, the outside 
coordinator must agree to the policies below.  

Please initial next to each statement stating that you and your company (if applicable) agree to follow all chapel policies below in 
addition to the ones outlined in the Facility Use Agreement for Weddings.  

FRIDAY REHEARSAL 

____ The TCU Day-of Chapel coordinator will be the primary coordinator conducting the rehearsal, and will be the final authority on 
ceremony specifics as it relates to the chapel.  

____ Each wedding party has a strict 1-hour time frame for the rehearsal per the executed Facility Use Agreement for Weddings. All 
rehearsals are on the Friday evening before the wedding. The last 15 minutes of the rehearsal will be used to show the wedding 
party to the holding rooms.  

____ It is highly suggested that outside coordinators and officiants attend the rehearsal.  

DAY OF WEDDING 

_____ The wedding party and all vendors have access to the inside/outside of chapel, cloisters, holding rooms, and chapel grounds 
only during the contracted time frame. TIME FRAMES ARE STRICTLY ENFORCED. Breaking the chapel’s policy by arriving early or 
staying late, will result in the couple losing their $500 Security Deposit. ALL VENDORS INCLUDING OUTSIDE COORDINATORS MUST 
CONFIRM THE CONTRACTED TIME FRAME WITH THE COUPLE.  
 
____ Set up of all floral/décor and also pre-ceremony pictures/videos must be complete no later than 30 minutes prior to the 
ceremony start time. The wedding party should be escorted back to the holding rooms 30 minutes prior to the ceremony start time.  

____ The TCU Day- of Chapel Coordinator will a get all wedding party into place at the appropriate time.  

____ The TCU Day-of Chapel Coordinator is not responsible for deliveries, pinning florals on the wedding party, distributing floral to 
the wedding party, or helping with set-up or breakdown.  
 
____ The outside coordinator will not encourage outside vendors to arrive earlier than the couple’s contracted time frame.  
 
____ The outside coordinator holds the ultimate responsibility for the clearing of the chapel within the contracted time frame 
including, but not limited to, all florals removed inside and outside of the chapel, programs and other trash put into trash 
receptacles, and the holding rooms are as they were when the wedding party arrived. 
 
GENERAL 
 
____ The outside coordinator will work in conjunction with the Chapel Coordinator on any details pertaining to the wedding party, 
processional, recessional, musician’s information, etc., and will then work with the TCU Day-of Chapel Coordinator starting the week 
of the wedding to finalize any last-minute details or changes.  
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____ December Weddings Only: The chapel is decorated yearly for the holiday season. Decorations include an advent wreath with 
candles on the communion table, vestments on the pulpit and lectern, garland on the sanctuary sconces, garland with tiny lights on 
the chancel railings, garland with clear hurricanes and battery-operated candles on the window sills, garland with tiny lights on the 
banister in the narthex leading to the balcony, two topiary trees with tiny lights in the narthex, and two large wreaths on the 
lanterns outside.  All holiday chapel decorations are to remain in place; however, the following items may be removed only by the 
day-of chapel coordinator upon request: the advent wreath, pulpit and lectern vestments, and the two narthex topiaries.  

____ THE OUTSIDE COORDINATOR HAS READ, UNDERSTANDS, AND WILL COMPLY WITH ALL CHAPEL POLICIES INCLUDED IN THE 
FACILITY USE AGREEMENT FOR WEDDINGS WHICH IS AVAILABLE ON THE CHAPEL’S WEBSITE,  chapel@tcu.edu. NO EXCEPTIONS.  

By signing this contract, I understand that I may not supersede chapel policies, accept responsibility for my organization, agree to 
abide by all university and chapel regulations, and realize that breaking policies will result in not being welcomed back to the 
chapel to work any further events, and the couple losing their $500 Security Deposit. Any damages or excess housekeeping 
charges will be billed to the couple reserving the space. 

Submit this form and any further questions to, robertcarrchapel@tcu.edu. Agreements must be on file at least 30 days prior to the 
contracted event.  

Business Name: ________________________________________ Contact Name: ______________________________________ 

Address: _________________________________________________________________________________________________ 

Phone: _______________________________________________ Email: ______________________________________________ 

Website: _________________________________________________________________________________________________ 

Wedding Party’s Name: _____________________________________________________________________________________ 

Date of Wedding: _______________________________________ Wedding Time Frame: _________________________________ 

 

Signature: _____________________________________________ Date: __________________________________________ 
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