
GUARANTEES
A guarantee of the number of people attending each food function 
is required 72 hours in advance, after which time the count may be 
increased only.  The hotel will prepare and set for 5% above your 
guaranteed number.  Should this guarantee not be received by the 
deadline, the original count booked in the contract will be consid-
ered your guarantee, and you will be charged accordingly.  In the 
event the actual attendance exceeds the guarantee, you will be 
charged for the actual attendance.  The responsibility for providing 
the guarantee lies solely with the engager.

TAX AND SERVICE CHARGE
Please add 8.25% sales tax and 20% taxable service charge to all 
food and non-alcoholic beverages.  Add 20% taxable service 
charge to alcoholic beverages.  Meeting room rental fees 
incur 6% tax.

TAX EXEMPTIONS
Groups claiming tax exempt status must submit a valid Texas State 
Sales and Usage Tax Exemption Certificate and/or a Texas State 
Occupancy Tax Exemption Certificate to the hotel at least 2 weeks 
in advance of the function.  All certificates are verified through the 
State of Texas Comptroller's Office.

FUNCTION SPECIFICATIONS
In order to assist you in planning a problem-free event, we request 
that your final specifications for room set-up, menus and audio-
visual equipment be communicated to us no later than three weeks 
prior to the week in which your function occurs.  Function rooms 
are held only between the hours indicated on the client's 
final contract.

SURCHARGES
1)  Breakfast and luncheons of less than 15 guests incur a 
surcharge of 35.00.  Dinners of less than 20 guests incur a 
surcharge of 35.00.
2)  Selected hors d'oeuvres and buffet items require a chef to 
carve at a surcharge of 50.00, and/or attendants at a surcharge 
of 50.00 each.
3)  For bar surcharges, please see the beverage menu.
4)  Coat check attendants are 10.00 each per hour, four 
hour minimum.
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DEPOSITS AND PAYMENT
A deposit is required for all events in order to consider them con-
firmed and definite.  Deposits are non-refundable.  Payment of the 
remainder is due with the guarantee 72 hours in advance unless 
credit has been established to the satisfaction of the hotel.  Certain 
types of events, and/or events booked for certain dates may 
require full payment at the time of booking, at the discretion of the 
hotel.  Approved billings are due in full within 30 days of receipt.  
Outstanding balances after 30 days will be charged 1.5% interest 
per month for each month the balance is unpaid.

SAFETY AND SECURITY
The hotel does not accept responsibility for the damage or loss of 
any articles left in the hotel prior to or following a meeting or ban-
quet.  Arrangements may be made in advance for security of 
exhibits, merchandise or display items, through the hotel.  The 
hotel reserves the right to require security guards for any function, 
at the client's expense.

BANQUET ROOM ASSIGNMENTS
Banquet rooms are assigned on the basis of expected attendance, 
and are subject to change pending the final guarantee.

INDEPENDENT SOUND SYSTEMS
To ensure a quality atmosphere for all of our guests, the hotel 
reserves the right to limit the use of independent sound systems 
unless approved in advance by the hotel management.

ENGINEERING / ELECTRICAL AND TELEPHONE LINES
All special requirements for electrical and other engineering needs, 
and for private telephone lines must be specified at least two (2) 
weeks in advance.  Rates for labor and/or materials and phone 
lines installation will be quoted on request.  The hanging of ban-
ners and posters also incurs service charges.  Please ask your 
Catering Executive for a specific quotation.

AUDIO-VISUAL EQUIPMENT
A wide range of audio-visual equipment and services is available 
through our in-house supplier; and, an experienced technician is 
available to assist you with your needs.  Charges for audio-visual 
equipment are included on your hotel meeting charges.  Please 
add 20% taxable service charge and 8.25% sales tax to AV rental.
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