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Prices are per person. A customary 22% taxable service charge and sales tax will be added to the prices .

General Information

to our guests
We are eager to help you, both in the planning and serving of your 

function. Should the menu selections presented here not fulfill your 

requirements, please let us know as we welcome the challenge to 

customize menus to your specific needs. Thank you for choosing 

Embassy Suites Louisville Downtown .

food service
All food served on the hotel premises must be supplied and 

prepared by the hotelõs Culinary Team. Due to the hotel having no 

control of how food is transported, stored or secondarily prepared 

after it leaves the premises, no leftover food from catered 

functions may be taken from the hotel. Notice: Consuming raw or 

undercooked beef, steak, meats, poultry, seafood, shellfish or eggs 

may increase your risk of foodborne illness, especially if you have 

certain medical conditions.

beverage service
All alcoholic beverages are to be served on the hotel premises (or 

elsewhere under the hotels alcoholic beverage license) for the 

function, must be dispensed only by hotel servers and bartenders. 

Alcoholic beverage service may be denied to those guests who 

appear to be intoxicated or are under age. All of our servers and 

bartenders are certified by TIPS.  TIPS is the global leader in 

education and training for the responsible service, sale, and 

consumption of alcohol. TIPS is a skills -based training program that 

is designed to prevent intoxication, underage drinking, and drunk 

driving. 

tax and service charge
A customary 23% Service Charge and applicable Sales Taxes will be 

added to all Food and Beverage charges as well as Audio Visual 

charges as specified in the contract and Banquet Event Order (BEO). 

All food & beverage functions require a minimum number of 

attendees. Any food & beverage function not attaining listed 

minimums will be subject to published per person surcharges in 

addition to the customary service charge and sales tax. Service fees 

for bartenders, food station attendants, cashiers and other additional 

staff are applicable. All beverage services and hospitalities on the 

premises require the services of a bartender or attendant. All 

personnel service fees are for up to 4 hours, additional hours are at 

$25 per hour.

pricing
Confirmed food and beverage pricing will not be given more than 6 

months prior to any function/event date. Our Culinary Team uses only 

the finest ingredients in the preparation of your meals. Due to 

fluctuating food and beverage prices, menu prices may change 

without notice unless arrangements are confirmed by a signed 

Banquet Event Order (BEO).

menu tasting
Complimentary tasting panels can be arranged for definite business 

for fifty or more attendees . Accommodations will be made for up to 

4 guests. Additional attendees can be accommodated at 50% of the 

menu price.
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General Information

banquet and event details
To ensure our entire team is prepared and all your needs are 

accommodated, we request that the final details of your event be 

submitted a minimum of 2 weeks in advance of your event.

guarantee agreement
confirmation of guaranteed attendance is required by 12:00pm, 72 hrs 

or 3 business days in advance of all functions. Your bill will be based on 

the guaranteed number, plus charges over and above. Meals will be 

prepared for your guaranteed figure. Our Culinary Team will make 

every effort to duplicate your menu for any additional guests, in the 

event this cannot be done, a substitute entrée will be provided. In the 

event we do not receive a guarantee, we will consider the number of 

guests forecasted as òExpectedó, on the Banquet Event Order as the 

guarantee .

special event services
Our staff will be pleased to assist you with any recommendations for 

floral arrangements, decorations and/or services, photographers and 

entertainment to create your event.

take the elevator home
Deluxe accommodations can be reserved for your guests. All overnight 

guests are invited to enjoy our facilities. We will make our best rates 

available to you and your guests.
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General Information

advertising
All reference to the hotel, in any advertising, must be approved in writing by the hotels Director of 

Sales/Marketing. Failure to do so may, at hotels discretion, render all agreements void and guest will forfeit 

all monies paid and be liable for full payment of contracted services, due on demand.

shipping & receiving
All incoming packages should be addressed to as follows:

Embassy Suites Louisville Downtown

Attn: Shipping and Receiving

(Name of Receiving Guest)
501 South Fourth Street

Louisville, KY 40202

HOLD FOR:(Client Contact Name)

Name or Group and Event

First Date of Event
Number of Boxes (i.e. 1 of 2, 2 of 2, etc é)

Freightliner Receiving ðEmbassy Suites Louisville Downtown

Skids/crates

501 South Fourth Street

Louisville, KY 40202 

See sales manager for pricing

special delivery instructions
Because there is limited storage space, boxes can be accepted no more than seven working days prior to 

your meeting. A storage fee will be applied to any materials shipped earlier than seven days prior to the 

event. Boxes left on the premises for longer than fourteen days after departure without shipping instructions 

will be discarded at the hotels discretion. 

Prices are per person. A customary 22% taxable service charge and sales tax will be added to the prices .embassysuites.com
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suggested set -ups for meetings

60"

banquet round style

óEó or òUó shaped tables

 

60" 

36"

2"

36"

banquet style

classroom style

function rooms
Function rooms are assigned according to the anticipated guaranteed 

number of guests. If there are fluctuations in the number of attendees, the 

hotel reserves the right to assign accordingly the banquet function room.

room set -up
All set-ups are based on all standard set-ups. Additional fees may apply for 

special set -up requirements, extensive meeting room set -up and any furniture 

removal. Fees will be based on size of meeting room, scope of services and 

labor involved.  These fees are in addition to any meeting room rental and are 

subject to applicable service charge and sales tax. The hotel reserves the 

right to charge an additional fee for set -up changes made the day of the 

function . 

signage, displays and decorating
In order to preserve the integrity of the hotel and to comply with local fire 

codes all signage, displays or decorations and their set -up is subject to prior 

approval of the hotel. Scotch -tape, nails, push -pins or any other damaging 

fasteners may not be used to hang any material on walls in the hotel. Banners 

may be hung with the approval and coordination of the Event Department. 

Fees apply based on number of banners. No hand -written signs or banners 

are allowed in the public areas of the hotel. Please ask the Event Department 

to assist in generating computer signs or recommend a professional sign 

maker. The hotel reserves the right to charge an additional fee for excess 

clean up and/or damage at the conclusion of the function .

conference style

theater style
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