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The following represents an agreement between COLUMBUS CLUB OF SOUTH CHARLOTTE (CCSC) and __________(Client) and outlines specific conditions and services to be provided.

 

ORGANIZATION:

FUNCTION AGENDA:
 
Day/Date        

  Start-End Time         
Function         
 Set-up                Attendance
Event Details

Rental Price         a maximum of     persons.
· Wedding reception includes facility rental for a 5 hour period, tables with white or ivory lap length linens, chairs, and dance floor.

· Additional rental time available at a rate of $150 per hour in advance, and if requested on day of event the charge will be $300 per hour.

· Rental includes use of the main ballroom, outdoor patio, and brides’ room.

· SCBC Event Coordinators will be on-site to confirm delivery of your caterer, entertainment, décor and cake prior to the reception.  A SCBC representative will remain on-site during reception to oversee the facility and bar services.  Your chosen caterer is responsible for coordinating all wedding reception events during the reception time, including your cake cutting.

· Choice of poly-cotton linens for buffet tables (4), beverage table (1), and a cake table at a charge of $100.00; colored linens, overlays, and seat covers will be an additional charge.
· Linens that cover to the floor for the head table available at a charge of $14.50.

· We will provide staff to place your provided centerpieces at a charge of $25.00.  To use the banquet centers decorations there is a charge of $50.00.

· Access to facility for client preparation is a guarantee of 2 hours prior to the start time indicated in this contract.  Additional time requested for client preparation will be granted if available at an additional charge.

· A person to coordinate your wedding ceremony will be provided at a $50.00 additional charge. 

· A credit card is required for all events.
Catering

Please contact one of our preferred caterers directly to coordinate the catering for your event.  You may select your choice of bakers to provide the desserts and wedding cake. 

Beverages

Lounge usage is determined by a minimum beverage charge of $100 or a use charge of $100 will be added to your rental.  The non-alcoholic package is $3.00 per person plus tax and service charges, and includes unlimited soft drinks, bottled waters, and coffees.  No refunds will be given.
· Champagne toast is served in a flute glass and is $3.00 per person.  

· For the bar, a bartender fee of $150 will apply. 

· All non-alcoholic beverages will be served in plastic glasses. 

The liquor license is in the name of CCSC and requires that alcoholic beverages only be dispensed by our employees and bartenders.  Alcoholic beverage service may be denied to those guests who appear to be intoxicated or are underage.  No outside alcoholic beverages of any kind may be brought onto the property.  Violations of this policy will result in the termination in your event.
Please note all rentals, food and beverage will be subject to applicable service charge and applicable state sales tax.

· A guarantee for all events is due to the CCSC no later than 72 business hours prior to the event.  Should the guaranteed attendance fall below 85% of the contracted attendance, the Client shall pay the difference between the guaranteed attendance and the contracted attendance for any food or beverage ordered.
· Access to facility is guaranteed 2 hours prior to the start time indicated in this contract.  Additional time requested for set up will be granted if available and at an additional charge.  Absolutely no food or drink may be brought in during set up and prior to your event or you will be charged a $50.00 fee. 

· In adherence with city, state, health and liquor laws the CCSC controls all beverage and catering for the property.

FUNCTION PAYMENT:

Initial Deposit *



$500.00

              Paid
Immediately
Second Deposit*



$500.00


Paid
30 days later
Final payment **


Balance


Due
30 days prior to event
Timely payment is responsibility of the Host, or your event will be cancelled.

Any alcoholic beverage that is brought on the property, including the parking areas, will deem a violation of this contract and your event will be immediately terminated by management.  This is a violation of our liquor license and puts the venue at risk, this will be strictly enforced, whether it is the host or their guest that have violated this rule.  No tolerance is the stand of management.  Please initial that you understand this limitation__________.
· * Deposits are non refundable

· ** Final payment must be made with credit card, money order or certified check

To guarantee these deposit arrangements, we will require the following information:

	Credit Card Type:   

	Credit Card Number:   

	Name on Card:   

	Expiration Date:   

	VIN Number: 


 CANCELLATION

The Client agrees to provide CCSC with written notice of any decision to cancel or otherwise abandon the use of the facility within five days of such decision.  The Client agrees that a cancellation would constitute a breach of the Client’s obligation to the CCSC and that the CCSC would be harmed.  If cancellation occurs:



It would be difficult to determine CCSC’s actual loss



The amounts below reasonable estimate the CCSC’s loss from cancellation

The Client therefore agrees to pay the CCSC within 30 days after any cancellation, as liquidated damages and not as a penalty based on the following scale:

CANCELLATION DATE



AMOUNT

Cancelled 3 or more mos. prior to event

amount of deposit made 
Cancelled 1-3mos prior to event 


 75% of estimated cost
Cancelled within 30 days prior 


100% of estimated cost
Cancellation fee is based on total of estimated charges.  If timely notification and payment of liquidated damages is made CCSC agrees not to seek any additional damages from the Client.

IMPOSSIBILITY

The performance of this Agreement is subject to termination without liability upon the occurrence of any circumstances beyond the control of either party, such as acts of God, war within the borders of the United States, government regulations, disaster, civil disorder to the extent that such circumstances make it illegal or impossible to provide or use the CCSC facility.  The ability to terminate this Agreement without liability pursuant to this paragraph is conditioned upon delivery of written notice to the other party setting forth the basis of termination as soon as reasonably practical, but not longer than 10 days after learning of such basis

DAMAGES

The Client accepts responsibly for the use of the facility. The Client further promises to reimburse CCSC within 30 days of bill/estimate presentation for any and all damages to the facility.

CHANGES, ADDITIONS, STIPULATIONS OR LINING OUT

Any changes, additions, stipulations, deletions or lining out by either Client or the CCSC will not be considered binding or agreed upon unless such modifications have been initialed or otherwise approved by the other in writing.

ACCEPTANCE

Prior to the execution by both parties, this document represents an offer by the CCSC.  The CCSC’s acceptance of a fully executed version of this agreement and a deposit will be considered definite and will be binding on the Client and CCSC.

Please return this contract in 7days signed or the event may be cancelled at CCSC discretion.  The CCSC and Client have agreed to and have executed this Agreement by their authorized representatives as of the dates indicated below.
Approved and authorized by 
NAME:



TITLE:


SIGNATURE
______________________________________

DATE

______________________________________

Approved and authorized by the CCSC

NAME

Anne Robb
TITLE

Manager
SIGNATURE
_____________________________________

DATE

___________________________________
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Reception & Private party Policies 

1. A building manager will be assigned to each event and must remain on the property during the event.   A person attending the event will be designated as the customer or the event coordinator.  The assigned manager will be responsible for the following during an event: 

a. Responding to emergency situations

b. Being a direct point of contact for the customer/event coordinator.  

c. Providing building guests with assistance when necessary

d. Understanding building policies and ensuring they are followed

e. Understanding and instructing guests on use of equipment (i.e. coffee maker, audio visuals, etc..)

f. Locking and securing the building at the end of the event

2. Prior to an event the specifics of the contract will be communicated to the event manager by the calendar keeper.  Unless specifically stated in the contract policies will be enforced by the event manager.  Failure to follow stated policies and comply with building manager requests can result in the loss of the client’s security deposit.  Determinations of security deposit loss or retention will be made by a simple majority of the CCSC board. 
3. All decorations, florals, chair covers, catering display items that are NOT rented through the SCBC must be removed at the conclusion of the event.  No items belonging to SCBC can be removed from the facility.
4. The SCBC will furnish tables, chairs and basic linens.  Any other special items SCBC needs to rent will be billed to you.
5. The SCBC is not liable for any personnel special items brought in for your event.  Special items should be cleared with the event planner or building manager prior to the event.
6. Decorations which are attached to the building must be approved prior to decorating for an event. No nails or push pins can be used to adhere items to the walls. Building decorations or furnishings will not be moved for an event. Pool table cannot be used by clients and cannot be moved from it’s current location. Charge if moved is $300.
7. All events in the facility require set-up and clean up.  Due to the nature of the facility’s usage, this needs to be incorporated in the event’s time frame.  In most cases you will be able to enter the facility and decorate two hours prior to your contracted staring time unless other arrangements have been made. 
8.  In the event of using a non-preferred caterer 3 documents are required prior to the event; valid business license, health department rating sheet for caterers kitchen, and proof of liability insurance. Clean-up and removal of trash to dumpster or in caterers vehicle is required when any event ends.  See caterer’s event checklist for specific requirements for caterer on day of function.
9. If you are planning on the service of alcoholic beverages, please be aware that the liquor license requires that beverages only be dispensed by our employees and bartenders.  Alcoholic beverage service may be denied to those guests who appear to be intoxicated or are underage.
Charges to cleaning / security deposit

A security/cleaning deposit may be required for certain non-catered or when using a non-preferred caterer. This deposit will be returned after the event providing above stipulations are met.  Deduction will be made from the cleaning / security deposit for the following;





Trash removal to dumpster      - $50.00





Carpet stain removal
 - $100.00




Kitchen cleaning (min.)
-  $100.00
Any broken, damaged or destroy property will be charged at discretion of management.
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