Your Hotel 

Function Terms & Conditions 
  1.
Appropriate space has been reserved for your function. The hotel reserves the right to assign an alternate room suitable for your group size.

  2.
Rental Fees include one function room set up. Labour fees will apply for unscheduled resets.

  3.
Final menu selections must be submitted to the catering office a minimum of 30 days prior to the function. Otherwise menu choices cannot be guaranteed. Changes can not be made to the final menu selection less than 5 days prior to the function. The final menu selection must not decrease in price by more than 25% of the estimated menu price as outlined in the original contract at the time of booking. Should the final menu selection reduce by more than 25% of the estimated menu, billing will be based on the original estimate less 25%.

  4.
The guaranteed number of guests attending a function with food & beverage is required no later than 72 hours (3 business days) prior to the function. The guaranteed number must not decrease by more than 25% of the estimated number of guests as outlined in the original contract at the time of booking. Please note that unless otherwise stated, all prices are per person, not per unit.
  
The hotel will prepare for a maximum of 5% above the guaranteed number or if no guaranteed number is received, the estimated number of guests.


Billing will be based on the guaranteed number or the actual number in attendance, whichever is greater. If no guarantee is received billing will be based on the estimated number in attendance or the actual number in attendance, whichever is greater.

  5.
All food and/or beverage must be provided by the hotel and consumed on the premises. Removal of any food and/or beverage, whether or not consumed, is not permitted.

a.
No refunds will be given on any unconsumed food and/or beverage.

  6.
All food and beverage charges are subject to applicable sales tax and service charges. Prices are subject to change without notice. However, the hotel will guarantee confirmed prices 60 days prior to the function.

  7.
Bartender labour charges will apply to groups with bar sales of less than $250.00 (exclusive of taxes & gratuities). The labour fee for each bartender is $15.00 per hour for a minimum of 3 hours. One bartender is scheduled for every 100 guests.

  8.
Provincial Liquor laws do not permit the service of alcoholic beverages prior to 11:00am Monday to Sunday and after 2:00am Monday to Sunday. All entertainment should cease at that time in order to clear the function room by 2:45a.m.

  9.
The hotel will not be held liable for any loss or damage to personal property left in any function room or guest room. 

10.
Guests are not to tape, staple, tack or nail any items to walls, doors, mirrors or floors. The convenor will be held liable for any damage resulting from violation of this policy.

11.
No handwritten signage shall be posted outside the confines of the rented meeting rooms. Placement of computer generated or professionally manufactured signs are subject to management approval when posted in public areas.

12.
The hotel reserves the right to inspect any on-going function. The convenor accepts full responsibility for the actions of their group.

13.
As storage space is limited, arrangements must be made in advance with the catering office for receiving materials and for the storage of materials prior to, during and/or following a function. All items must be clearly labeled.
14.
In accordance with City By-Law No. 0000-000, smoking is not permitted in any of our meeting rooms or public areas.
15.
Under the terms of the Copyright Act, Tariff #8, a SOCAN (Society of Composers, Authors and Music Publishers of Canada) fee will apply to events with music ( live or recorded), Examples of events which must pay would include Weddings, Receptions, Dances, Fashion Shows, Christmas Parties etc. It is necessary for the premise operator to collect and submit these fees.

16.
A cancellation fee may be charged to you and payable on demand in the event of cancellation of all or part of your function. The fee will be based on the “estimated function total” as outlined in the original contract at the time of booking. These amounts are due as liquidated damages and not as a penalty. The following schedule will apply:

 

Cancellation Fee: % of Estimated


Notification of Cancellation


Lost Food & Beverage Revenue and/or


Prior to Scheduled Function:


Room Rentals at the time of booking:

 
  0 –30 days




100%
 
  31-60 days




  50%

  61-90 days




  25%
17. 
Direct billing has been arranged for this function. The full balance is due within 30 days of the invoice date.
 
If the above arrangements are satisfactory, kindly sign and return one copy of the Terms and Conditions along with your Contract. Your signature acknowledges you have read and agree to the arrangements and terms of your contract.
 
Upon receipt of the signed Contract and Terms and Conditions, Your Hotel considers all arrangements confirmed and definite.

 
Thank you on behalf of Your Hotel.


Client Signature

Hotel Representative


Date

Date
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