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	Fairfield Inn and Suites Milwaukee Downtown
710 N. Old World 3rd street
Milwaukee, WI 53203
Phone 414-224-8400  Fax 414-224-8696
CATERING CONTRACT
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Fairfield Inn Milwaukee Downtown

	TODAY'S DATE:
	
	
	MENU DUE:
	

	SIGNED CONTRACT DUE:
	
	

	ACCOUNT:
	
	
	READER BOARD:
	

	ADDRESS:
	
	
	CONTACT:
	

	CITY:
	
	
	ON-SITE CONTACT:
	

	STATE:
	
	
	TELEPHONE:
	

	


	DAY
	DATE
	START
	END
	FUNCTION
	ROOM
	SETUP
	ATTD
	RENTAL

	
	
	
	
	Meeting
	The Straus Room
	
	10-30
	$500.00


Minimum Attendance:  A minimum attendance must be guaranteed five business days prior to the function.  When a guaranteed number is not provided, we will charge for the full number of guests expected.
Guarantee:  In order to provide for all attendees, an increase in the guaranteed count will be accepted no later than 72 hours in advance of the function.  This number may not be reduced once received.  Should you be unable to provide us with a count, Fairfield Inn Milwaukee Downtown will refer to the originally contracted number and prepare accordingly.  This will ensure the comfort of all in attendance.
Terms for Payment:  Terms for payment must be established in advance with your sales manager.  Checks and all major credit cards are accepted.  Advance deposits and/or total prepayment if required are due 72 hours prior to event.  Credit with the hotel may be established by submitting a complete credit application (30) days in advance of the event.  In the event of a cancellation, a fee will be incurred based upon the contractual agreement between the client and the Fairfield Inn Milwaukee Downtown.
Food & Beverage:    Outside food and beverage is prohibited and Fairfield Inn Milwaukee Downtown does not permit the removal of any foods provided by the hotel, nor will the Fairfield Inn Milwaukee Downtown allow food and beverage from other sources to be provided and/or served in the function rooms.
Additional Labor Fee: A same-day set-up fee will be assessed if major changes are required on the day of the event.
Room Rental:  Room rental fees are determined upon original program details.  Revisions from the original contract may necessitate a revision in room rental fees.  
Decorations:  Staging, exhibits, etc. must be in compliance with the safety codes established by the Milwaukee Fire Department and the Fairfield Inn Milwaukee Downtown. All materials, decorations, etc. must be removed at the conclusion of the event.  If excessive labor is required for cleaning, an additional fee may be charged.
Boxes:  The shipment of packages and materials for events held at the Fairfield Inn Milwaukee Downtown should not arrive more than three days prior to the date of the function.  The Fairfield Inn Milwaukee Downtown will gladly store and handle up to five boxes per event.  Should you need us to store and handle more than five boxes, there will be a charge of $2.00 per box.  COD items will not be accepted.  Labeling must include the name and date of the event.  The Fairfield Inn Milwaukee Downtown will not assume responsibility for damage or loss of any item sent to the hotel for storage. 

Pricing:  Food and Beverage is only guaranteed 90 days prior to the event date.  A 22% service charge will be added to all food and beverage and audio visual prices. A 6.1% Wisconsin State tax will be added to all audio visual equipment rentals, food and beverage, and room rental prices.
Cancellations:  The Fairfield Inn Milwaukee Downtown is holding the aforementioned space for the exclusive use by your group.  Initial deposits given to secure space are non-refundable.  Should the entire or partial program cancel, the Hotel will collect as liquidated damages, fees according to the following schedule:

Cancellation Prior Total Estimated Revenue
0 - 30 days 100%
31 - 120 days 50%
121 - 180 days 25%

Billing:   A Credit Card Authorization form is due upon signing of the Agreement to secure a payment method for the meeting. Declined credit cards can cause the meeting or event to be canceled. 
Terms for Payment:  Terms for payment must be established in advance with your sales manager.  Checks and all major credit cards are accepted.  

Policy Statement: The Fairfield Inn Milwaukee Downtown requires all agreements to be made in writing. No Fairfield Inn Milwaukee Downtown employee or agent is authorized to make or accept verbal agreements of any kind.
Acceptance:  Space will be confirmed on a definite basis with the return of your signed agreement by August 25th 2015.  Failure to do so will result in function space being released and contract void.
	Client Contact
	
	
	Hotel Contact
	Kris Tembo

	Title
	
	
	Title
	Director of Sales

	Date
	
	
	Date
	


