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CONTRACT SUMMARY
Meeting Name_ ________________________________ Meeting Dates________________  City_________________  
Hotel Name________________________________________________Affiliation/Brand_______________________
Hotel Address_ ____________________________________________ Web Site______________________________
Hotel Main Phone____________________ Guest Fax____________________ Web Site_______________________
Contact__________________________ Phone ________________ Email___________________________________
         (Hotel Sales Contact, direct phone)  
Negotiated Rate ________ Staff Rate_______ Corp Rate ________ Military Rate _________ Suite Rate _________

Meeting Room Rental _______________________________   Drayage Fee _________________________________
 
(includes 24-hour hold, charge for room set-up)    


(includes loading dock, freight elevator, pallets)
Hotel/Resort Daily Fee _________ Taxes ________________   Occupancy/Other Fee_________________________
Internet Rate Negotiated _________________ Audio Visual Fee ____________ Hotel A/V_____________________
 (meeting/common area/guestroom)

(charge for using outside 3rd party       (discount if using in-house service)





Total Room Block _____________   Room Comp 1 per _________ Estimated value of Room Comp $___________
Allowable attrition percentage _____________ Is attrition based on daily __________ or cumulative ___________
Hotel Cut-Off Date___________ Commission %___________ Est. Commission value $______________________









 (based on room-block pick up/no attrition penalties)
Course History:  Most recent year ________ Contracted room block __________  vs. actual pickup ________
# Suites Blocked_________ Hospitality Suite __________ Furniture removal fee ___________________________   
F&B Minimum __________ Service  Charge:________ Taxes F&B _________ Negotiated F&B Discount ________
Credit Application submitted / or due date: __________________________________________________________
Initial Deposit ___________ Due date _________ Paid with check/electronic transfer or credit card ____________
////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////////
ATTRITION:
1st release date _______________  allowed percentage ____________ new room block  ____________________
Check-In_________ Check-Out________  Early Departure Fee_____________ 
Concessions: (list and indicate value of each concession; i.e., comp room meeting planner, comp airport transfers for designated attendees, comp re-key fee for planning office, comp breakout rooms, comp welcome beverage provided at registration, etc. 
Cancellation Policy
1st Cancellation Date ___________________________________  Fee______________________________________
2nd Cancellation Date   __________________________________ Fee______________________________________
3rd Cancellation Date ___________________________________ Fee______________________________________
Other details or information tied to a date or having a monetary affect ____________________________________

