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MAPLEWOOD GREENS

BANQUETS – MEETINGS - EVENTS

FACILITY INFORMATION & AGREEMENT FORM:

RESERVATIONS & BOOKING FEES
No space will be held without an advanced booking fee, credit card on file and a signed facility information & agreement form on file.  A $1,000.00 non-refundable booking fee is required to confirm your date.  This booking fee will be applied to your final bill. For smaller functions requiring only 1/4 of the ballroom, a $500.00 non-refundable booking fee will be required.
PAYMENTS
A credit card number on file will be required for any overages that may occur, above and beyond the final estimated charges.  In the case of overpayment, a refund will be credited to your credit card within (1) one week of your event.  Payments may be mailed in by check or made with the credit card on file based on the payment schedule below. 

90 days prior to your function 50% of the food & beverage minimum will be due.  

Payment Amount: $_______________ & Date Due: _____ / ______ / ______

30 days prior to your function 100% of the food & beverage minimum will be due.  

Payment Amount: $_______________ & Date Due: _____ / ______ / ______

1 week prior to your function, the final estimated balance of your event is due.
     
Payment Amount: $_______________ & Date Due: _____ / ______ / ______

Final Payment, if any, will be processed the next business day following your event with the credit card on file.

SERVICE CHARGES & STATE SALES TAX

A taxable 20% Service Charge will be applied to the sub-total of all food & beverage, applicable room charges & rental equipment. State law requires state tax to be calculated on all service charges.  10% State Sales Tax will be applied to the final sub-total of the billing.  Service charges & state tax are subject to change without notice.

SET-UP FEES / CEREMONY FEES / ROOM RENTAL / ROOM ASSIGNMENTS

There will be a set up fee for all events.  The amount of the fee will depend on space used.  Ceremony fees will be $1,000.00.  A room rental fee will be added to the final billing if the minimum food & beverage purchase has not been met. Additional room minimums and/or fees may apply for events using the facility all day.  MWG reserves the right to adjust room assignments based on final guest guarantees.

DURATION OF EVENT

All daytime and Sunday-Thursday evening events are (4) four hours in duration.  Friday and Saturday evening events are (5) five hours in duration.  If there are no scheduling conflicts, you may be able to extend your room time for an additional room minimum or fee.  This must be arranged in advance.  All events must finish by Midnight. You will have (1) one hour prior to your event for set-up time. Please schedule all vendor deliveries accordingly. There will be a $200.00 per hour room fee for each additional un-contracted hour required. Due to limited space, overnight storage may not be available.

BANQUET EVENT ORDER (BEO)

A preliminary Banquet Event Order will be drawn up 20-30 days prior to your event for your review.  Menu selections and estimated head count will be necessary at this time.  A confirmed and signed BEO is due 2 weeks prior to your event.

MENU AND ENTRÉE SELECTION

Maplewood Greens is the only licensee authorized to sell, serve or distribute food or beverages on property (wedding cakes excluded).  For events choosing plated entrees, you may select (2) two entrees, both being charged at the highest price of the two.  Your guest’s entrée selection must be noted by special symbols on place cards or by colored tickets.  For events choosing a buffet menu, buffet service is available for (2) continuous hours during your event.  For last minute bookings, a limited menu may apply.  Prices are subject to change at anytime.  Due to Washington State Health Regulations and Insurance Liabilities, we regret that boxing left over food is not permitted.  This policy applies to all perishable food, including entrées for guaranteed guests unable to attend.

GUARANTEES

To insure adequate staffing and product availability, an accurate and timely guest count is essential.  The expected guest count is due by 12:00 Noon, a minimum of (1) one week prior to your event date and not subject to reduction.  You will be charged this minimum guarantee should fewer persons attend.  If no guarantee is received (1) one week prior to your event, Maplewood Greens will consider the last estimate given as your guarantee.   We cannot guarantee your selected menu items after the deadline.  The Chef will choose a suitable replacement and determine the cost of those items if necessary.

BAR SERVICE

A bartender fee of $50.00 per hour per bartender will apply if bar sales fall below an average of $100.00 per hour per bar. (Two- hour minimum for each bar)  Cash bar sales will not be applied to the hosted food and beverage minimum requirements.  

SPECIAL OCCASION CAKES

There is a $1.50 per person (plus service charge and tax) cake cutting fee if you would like to provide your own cake. Maplewood Greens will provide plates, forks, skirted table, cake-cutting utensils and staff to cut and serve your cake. Our license permits us to serve only products prepared in a facility licensed by the Health Department.  This fee will be waived for events substituting their own cake for a dessert that is already included in their menu price.  

DECORATIONS / BANNERS

Please check with the Catering Department before purchasing and/or affixing any decorations.  The Fire Department has very strict guidelines on candles and open flames.  Maplewood Greens will provide up to 2 votives per table.  If you plan to use your own, please check with the Sales Staff for Fire Department guidelines before purchasing.  The use of confetti, glitter, rice, flower petals, etc. is prohibited.  Additionally, please do not tape, nail, or wire anything to walls, floors, ceilings, etc.  Any damages to the premises or equipment of Maplewood Greens will be charged to the host responsible for the event.

Charges for additional cleanup or damages will be assessed to the final billing if these requirements are not honored.
AUDIO VISUAL EQUIPMET / INTERNET ACCESS

Maplewood greens would be happy to arrange you’re A/V needs.  Rental fees may apply.  All of our rooms have High Speed Internet Access through our DSL line.  Your computer will need a network interface card.  Basic Telephone Lines are also available for guests to dial up to their Internet provider.  Please ask for a phone line filter.

GOLF COURSE LIABILITY & PHOTOGRAPHY

For the safety of your guests and proper flow of golfers playing golf, guests and photographs are not permitted on the golf course. The Catering Staff will advise on appropriate areas for photos.  Please monitor any children attending your event in regards to this safety regulation. 

LOST & FOUND

Maplewood Greens will not assume or accept responsibility for damages to, or loss of any merchandise or articles left in the facility prior to, during or following your event.

PARKING

Parking at Maplewood Golf Course, RiverRock Grill Restaurant and Maplewood Greens is Complimentary to all guests enjoying the facility.  Parking is on a first come first-serve basis. Overflow parking available along side of the Driving Range and on the south side of the main lot.  Carpooling efforts are appreciated. 

CANCELLATIONS

In the event of a cancellation, all booking fees and payments are non-refundable.  Cancellations with-in 2 weeks of your event will be charged the full contracted amount.  If an act of nature occurs, cancellations will only be honored if Maplewood Greens is not able to open for business. If we are not able to open, every effort will be made to re-schedule your event, or a full refund will be issued.

By signing below, you are acknowledging that you have read and agree to the above stated Banquet Information and Agreement Form.  Please keep a copy of for your records. 

___________________________________________


____________________

Group Representative






Date
MAPLEWOOD GREENS

BANQUETS – MEETINGS - EVENTS

CREDIT CARD AUTHORIZATION FORM:

DATE(S) OF FUNCTION(S):

______________________

COMPANY/FUNCTION NAME:

______________________

I, The undersigned, hereby authorize RiverRock Grill / Maplewood Greens Banquets to utilize my credit card for the charges indicated below:

Meeting / Event Payment Methods:

_____ Advance Booking Fee Only
· Please note that we will need another credit card on file for final payment prior to your event.

_____ Guarantee of Payment Only 

· Payment for the advanced booking fee will still be required to reserve your space.

· In the event that alternate final payment is not received by contracted date, this credit card will be used for the final payment.  We will gladly credit your card when alternate payment is received.

_____ All Event Charges 

_____ Other: ___________________________________________________________

Credit Card Information: 

Type of Credit Card:

_______________

Credit Card Number:

_______________________________________

Expiration Date: 


__________

Name as it reads on the card: 
_______________________________________

Billing Address of Card:

_______________________________________

City & State:


______________________
Zip Code:  _________

Phone number of cardholder:
_______________________________________

Signature of cardholder:

_______________________________________

4050 Maple Valley Highway, Renton WA, 98058
Phone: 425-235-5044
 Fax: 425-235-0937
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