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                                                          CONVENTION CONTRACT

A satisfied customer is our goal.  Admittedly we believe that if you feel like we delivered the service and product we promised, it is likely you will return and you will tell others about your positive experience.

This contract between the «GROUPNAME» and the Your Hotel Name Here is intended to be helpful to us both and result in your satisfaction with our performance.
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	Dates*
	Arrival*
	Departure*
	In-house

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


*Please list in the following sequence: Day of week / Month / Day / Year

TOTAL SLEEPING ROOM NIGHTS RESERVED «RMBLOCK».

«GROUPNAME» agrees that it will provide to Your Hotel Name Here information summarizing all events of a similar type to the one described in this contract that it holds between the date this contract is signed and the date of the event described in this contract, no later than 60 days after each event is completed. This information will be used by Your Hotel Name Here to assist «GROUPNAME» and Your Hotel Name Here in planning for this event.
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OPTION #1

For your information and guidance, our current range of rates is as follows:

Singles
: $_______

Double/Twins
: $_______

Triples
: $_______

Quads
: $_______

Suites
: $_______
 and up

Additional Person
: $_______

We are pleased to confirm the following special net meeting/convention rates were you to conduct this meeting in ________ (year of contract):

Singles
: $«SINGRATE»
Double/Twins
: $«MULTRATE»
Triples
: $«TRIPRATE» 

Quads
: $«QUADRATE»
Suites
: $_______
 and up

Additional Person
: $_______

We will guarantee a maximum yearly increase of _______% to the above 199____ special net rates.  [suggested minimum cap 8-12%]
We will advise you of these rates six (6) months prior to your convention/meeting.

All room rates are net non-commissionable and are quoted exclusive of appropriate state and local taxes, currently _________%.

(If applicable, add triples, quads)

OPTION #2

For your information and guidance, our current range of rates is as follows:

Singles
: $_______

Double/Twins
: $_______

Triples
: $_______

Quads
: $_______

Suites
: $_______
 and up

Additional Person
: $_______

We are pleased to confirm the following special net meeting/convention rates:

Singles
: $«SINGRATE»
Double/Twins
: $«MULTRATE»
Triples
: $«TRIPRATE» 

Quads
: $«QUADRATE»
Suites
: $_______
 and up

Additional Person
: $_______

All room rates are net non-commissionable and are quoted exclusive of appropriate state and local taxes, currently __________%.

(If applicable, add triples, quads)

Housing Companies - Payment of Fees

(Hilton Corporation has adopted a policy of paying a one-time flat housing fee not to exceed $15.00 per actualized reservation regardless of the length of stay.  The exceptions to this policy are: (1) If the Your Hotel Name Here can reduce the fee below $15.00 per room it should do so; and (2) if the General Manager and Director of Sales at the Your Hotel Name Here determine that market conditions require a higher fee, they may approve such higher fee.  It is anticipated that such discretion to pay a higher fee will only be exercised in shoulder and off season.  All such payments must be approved in accordance with Payment of Commissions SPI MK-S-4.)

A one time flat fee of $ ____________________________, per actualized reservation, will be paid to ________________________________ Company upon final settlement of the master account by your organization.  In the event your group does not use a housing company no fee will be paid.  If your group changes its official housing company, then the fee will be paid to the housing company that actually provides the housing service for you at the time of your meeting.

Commission

(Use this clause where group's meeting planner or travel agent is not a party to the contract - omit references to "net, non-commissionable" in rate paragraph.)

The rates confirmed in this contract are commissionable at 10% on revenue rooms actually utilized by the group.  Commissions will be paid to the travel agent/meeting planner who performs services in the booking or conduct of your event.  Commissions will be paid to the travel agent/meeting planner you designate as your official agent in writing to us.  We will make no more than one commission payment of _____%, which we estimate will equal $______ if your entire group block is actualized at the minimum convention rates. In the event your group changes its official meeting planner or travel agent, commission will be paid to the entity representing your group at the time of your meeting.  Commission will be paid after receipt by the Your Hotel Name Here of full payment for the event.

or

(Use this clause where group's meeting planner or travel agent is also signing the contract - omit references to "net, non-commissionable" in rate paragraph.)

Rooms are commissionable at _____% on revenue rooms actually utilized by the group, which we estimate will equal $____if your entire group block is actualized at the minimum convention rate.  You have designated _____________________ as your official meeting planner/travel agent for this event.  All commissions will be paid to ___________________________ unless we receive confirmation in writing signed by you and ___________________________ that commissions are to be paid to some other person or entity.  Commission will be paid after receipt by the Your Hotel Name Here of full payment for the event.

Meeting Planner Bonus Program

<Name of Planner> as the Meeting Planner for this event is eligible to earn both HHonors points and airline miles with participating airline program partners for a qualifying event.  Full details and rules regarding the program are available by calling the HHonors Customer Service Center at 1-800-548-8690  in the U.S. and Canada or 1-972-788-0878 or by visiting www.hilton.com.  Only the meeting planner who is specifically named in the event contract will be eligible for this bonus program.  In this case, <Name of Planner or their designees> will earn one HHonors bonus point and one airline mile for every eligible dollar spent.  Eligible revenue will include (list all revenue eligible for Points & Miles ™ bonus.)

Rebate or Subsidy

The Your Hotel Name Here will pay    <$ or % of minimum room rate>   for each revenue room night actualized and paid for by your group to  <group, name of company or whatever> for the purpose of  <(bussing, defraying costs, etc.> This payment will be made by Your Hotel Name Here after receipt by the Your Hotel Name Here of full payment for the event.

Disclosure of Third Party Payments

(Disclosure is to be made in accordance with SPI MK-S-19)

(When Hilton is signing a contract with a meeting planner as opposed to the group, in addition to the commission clause, the following must be included:)

<Name of Meeting Planner> agrees that it takes full responsibility for determining whether further disclosure of the commission is required and for making such disclosure if it is required. <Name of Meeting Planner> further agrees that it will reimburse Your Hotel Name Here for any fees, costs, liabilities or expenses that Your Hotel Name Here incurs should any person claim that disclosure was insufficient.

(When Your Hotel Name Here agrees to pay subsidies or rebates to a group or third party, an addition to a clause specifying such payments in the contract, the following must be added:)

«BOOKNAME» agrees that it takes full responsibility for determining whether disclosure of the [rebate, subsidy or housing fee] is required and for making such disclosure if it is required.  «BOOKNAME» further agrees that it will reimburse Your Hotel Name Here for any fees, costs, liabilities or expenses that Your Hotel Name Here incurs should any person claim disclosure was insufficient.

Staff Rooms (Optional Paragraph)
We are pleased to reserve ____________ room nights (or ___% of actual pick up) as part of your block at the special net rate of $_______________ to be used by your convention staff.

or

We are pleased to reserve ____________ room nights (or ___% of actual pick up) as part of your block at a _________% discount off the minimum single/double convention rate in effect in ____________________________.

Alternate Dates

The «BOOKNAME» agrees that from the date of signing of this contract up to one (1) year in advance of the actual meeting or convention dates described in this contract, the <Your Hotel Name Here> may change the dates of the event one (1) week earlier or later in the same pattern (Days of the week) as the originally contracted dates, provided no holiday falls on the new dates.  If Your Hotel Name Here exercises its option to change «GROUPNAME» event to the alternate dates, the Your Hotel Name Here will provide the group <describe concession agreed>.
Cut Off Date

All the rooms provided for in your room block will be reserved on a definite basis for you upon signing of this contract.  In order to assign specific room types to your attendees we ask that all room requests be received thirty (30) days prior to your major arrival day of «ARRDATE2».  After that date, the Your Hotel Name Here will continue to hold any rooms in your block not assigned to a specific attendee for your group if you pay for them in full at that time.  Advance payments will be refunded by the Your Hotel Name Here after your convention dates if rooms you paid for in advance were later paid for by your attendees.  If you prefer, after consultation with you, confirmed in writing, the Your Hotel Name Here will offer unassigned rooms in your block to other individuals or groups in an effort to reduce damages you may be required to pay pursuant to the Performance Clause of this agreement.  If you ask us to attempt to resell the unused rooms in your block, members of your group may still request rooms based on availability.  Such rooms will be available at the Your Hotel Name Here’s prevailing rate.

Early Departure Fee

(The following is to be used only if Your Hotel Name Here does not apply early departure fee to all markets)

In the event a guest who has requested a room within your block checks out prior to the guest's reserved checkout date, the Your Hotel Name Here will add an early checkout fee to that guest's individual account.  Guests wishing to avoid an early checkout fee should advise the Your Hotel Name Here at or before check-in of any change in planned length of stay.  The Your Hotel Name Here will inform members of your group of this potential charge upon check-in and requests that you also inform you attendees of this obligation.  The Your Hotel Name Here will deduct any collected Early Departure fees from the amount you may owe as performance damages.

Check-In/Out Time

Our check-in time is _________ PM, check-out time is __________ PM.

All guests arriving before __________ PM will be accommodated as rooms become available.  Our _____________________ can arrange to check baggage for those arriving early when rooms are unavailable and for guests attending functions on departure day.

Complimentary Rooms (Optional Paragraph)
In consideration of your guest room commitment, we are pleased to extend one (1) complimentary room night per every 50 (50, 75 or 100) revenue room nights actually utilized by your «GROUPNAME».  A standard parlor of a suite is counted as one room, with a standard one-bedroom suite being counted as two rooms. «GROUPNAME» should provide a list of names in order of preference for complimentary room assignment.

Room Assignments

We understand that room assignments will be made by reservation cards.  We will provide these self-addressed reservation reply cards complimentary, equal to three (3) times the number of guest rooms blocked on your peak night.  Requests for room assignments may also be made by calling our toll-free number 1-800-HILTONS.

or

We understand room assignments will be made directly with the Your Hotel Name Here by calling or writing the Your Hotel Name Here room reservation department or by calling our toll-free number 1-800-HILTONS.  In doing so, please ask your attendees to request the group rate for «GROUPNAME».

or

We understand all housing will be coordinated through the <Housing Bureau or other source> and requests for guest rooms will only be accepted on this official form.  Please allow us to review the housing form prior to mailing to your members.  This will allow us the opportunity to review for completeness and accuracy.

or

We understand room assignments for your meeting will be made by rooming list.  Please return your rooming list to our Sales/Convention Service department by «RMLIST».

Deposits/Confirmation

In order to confirm a room assignment for your attendees, we will require them to provide a (first or last) night's deposit, (refundable up to _____________ in advance of your convention date /which is nonrefundable).  Checks and major credit cards are acceptable to establish prepayment.  All credit cards used to prepay will be charged immediately. The Your Hotel Name Here will deduct any collected nonrefundable prepayment fees from the amount you may owe as performance or cancellation damages.

or

In order to confirm a room assignment for your attendees, we will require them to provide a first night's and last night's deposit, (refundable up to _____________ in advance of your convention date /which is nonrefundable).  Checks and major credit cards are acceptable to establish prepayment.  All credit cards used to prepay will be charged immediately.  The Your Hotel Name Here will deduct any collected nonrefundable prepayment fees from the amount you may owe as performance or cancellation damages.

or

In order to confirm a room assignment for your attendees, we will require the guest to pay all charges for room and tax in advance (refundable up to _____________ in advance of your convention date /which is nonrefundable).  Checks and major credit cards are acceptable to establish prepayment.  All credit cards used to prepay will be charged immediately.  The Your Hotel Name Here will deduct any collected nonrefundable prepayment fees from the amount you may owe as performance or cancellation damages.

Credit Arrangements

It is our understanding that all individuals who attend your meeting will be responsible for their own room, tax and incidental charges upon check-out.

or

It is our understanding that all individuals who attend your meeting are authorized to charge room, tax and/or incidentals to your master account.

Master Accounts

Your «GROUPNAME» currently has credit with _______________________________ Your Hotel Name Here and the Your Hotel Name Here will provide master account billing for charges incurred during your meeting.  The Your Hotel Name Here reserves the right to request a credit application if your group's credit status changes and may require advance payments or deposits of all or part of your estimated charges if credit is not approved.  All charges posted to your master account should be approved in writing by you or your authorized designee.  We would like to review this account with you daily to eliminate discrepancies.   <One-third or one-half> of the master account will be paid before <arrival or departure>.  You agree that the remainder of the master account will be fully paid by company or certified check within 30 days after receipt of the bill.  In the event any charges are disputed, all undisputed amounts will be paid within 30 days. All undisputed charges not paid within 30 days will be subject to interest accruing at the rate of 1 ½ % per month until paid.

or

(For Hilton Accounts That Require Credit Approval)
It is our understanding you want to establish credit with us for this «BOOKNAME».  Please complete the enclosed credit application and return it to ________________________, Credit Manager.  If the application is not received by         date        or not approved, you agree that the bill is to be paid by company check, or certified check for the entire estimated charges ________ days in advance of arrival.  If you wish to use another form of payment to settle the Master Account, the method must be approved by the Your Hotel Name Here prior to the signing of this contract.

On receipt of the credit application and approval a master account will be set up for this meeting.  All charges posted to your master account should be approved in writing by you or your authorized designee.  We would like to review the account with you daily to eliminate discrepancies.  <One-third or one-half> of the master account will be paid before <arrival or departure>.  You agree that the master account will be fully paid within 30 days after receipt of the bill.  In the event any charges are disputed, all undisputed amounts will be paid within 30 days.  All undisputed charges not paid within 30 days will be subject to interest accruing at the rate of 1 ½ % per month until paid.  

(THE FOLLOWING IS TO BE USED WITH EITHER MASTER ACCOUNT OPTION IN MULTI-YEAR CONTRACTS AT THE SAME PROPERTY OR WHERE MORE THAN ONE CONTRACT HAS BEEN WRITTEN WITH THE COMPANY OR ASSOCIATION FOR THE SAME PROPERTY FOR MORE THAN ONE EVENT)

Should the master account remain unpaid after 60 days, or if advance payments requested are not paid as required, in addition to its other remedies, «GROUPNAME» and the Your Hotel Name Here agree that the Your Hotel Name Here, at its sole option, may elect to cancel any subsequent arrangements agreed upon herein or any agreements separately made by that time between the «GROUPNAME» and the <Your Hotel Name Here for additional conventions/meetings to be held in the future, and that in such event, no fees, charges, damages or penalties shall be due from the Your Hotel Name Here as a result of the cancellation and no claim shall be brought against the <Your Hotel Name Here as a result of the cancellation.

Function Space

Based on your requirements as you have indicated them to be, we have reserved the attached program of function space needs.  (THE FOLLOWING SENTENCE IS OPTIONAL: Specific meeting rooms cannot be guaranteed and are subject to change.)  A schedule of function space rental charges is attached to this contract as Schedule 1.  Based on a sleeping room and food and beverage usage as indicated in this contract and the other anticipated revenues that Your Hotel Name Here will realize from this event, the function space for your program will be

(Option 1) provided on a complimentary basis.

(Option 2) provided at the rates indicated on the attached Schedule 2 (schedule should list only the function space necessary for their program, with attendant charges).  

Should these commitments not materialize, the following charges will be assessed for function space, in addition to any damages owed under the Performance Clause.

(INCLUDE SCHEDULE SHOWING OTHER CHARGES THAT WILL BE MADE, OR INCREASE IN CHARGES BASED UPON PERFORMANCE.)

Should extensive meeting room set-ups or elaborate staging be required, there will be a set-up charge to cover Your Hotel Name Here cost and additional labor.  If equipment is necessary that exceeds Your Hotel Name Here's inventory, then «BOOKNAME» agrees to pay for the cost or renting of additional equipment.

You agree to indemnify us for any damage caused to any Your Hotel Name Here property as a result of drayage related to your event, whether caused by you, your agents, employees, contractors, or agents. 
Your Hotel Name Here understands the importance of your ability to use the function space held for your event without significant outside noise or other distractions.  In the event such problems occur, Your Hotel Name Here upon notification by «BOOKNAME» will immediately take reasonable steps to prevent such noise or other distractions that are within the Your Hotel Name Here’s reasonable control from continuing.

Hilton understands that there may be persons or groups attending your convention who may wish to schedule additional meetings over your convention dates.  These affiliated persons or entities will be expected to pay for use of function space requested at the Your Hotel Name Here's published rates.

[USE A HOLD ALL SPACE ONLY IF AN ABSOLUTE NEED EXISTS]

or

Function Space

We at the __________________________ Hilton are agreeable to:

a.
Hold all space based on our maximum sleeping room commitment.  This all space hold on function space exists from 8:00 a.m. to 5:00 p.m. each of the following days:

Starting Date:  _____________________
Ending Date: ___________________

b.
Our complimentary function space allocation is based on your sleeping room commitment, as well as food and beverage function commitments.  Should the revenues we derive from furnishing you with sleeping rooms and providing you with food and beverages not materialize, there will be a proportionate charge assessed for function space, as noted below in addition to performance damages.

(Insert Schedule of Charges)

c.
A tentative program is required twelve (12) months in advance of your meeting with a final program submitted six (6) months in advance.

d.
Should a final program not be submitted within six (6) months of the convention, the _________________________ Hilton may, at its option, release function space to accommodate its specific needs provided the «GROUPNAME» can be adequately accommodated in the remaining space.  Should the Embassy Suites Secaucus – Meadowlands elect to release function space, but be unable to fill the released function space, «GROUPNAME» will remain responsible for the proportionate charges  as described in (b).

e.
Should extensive meeting room set-ups or elaborate staging be required, there will be a set-up charge to cover Your Hotel Name Here cost and additional labor.  If equipment is necessary that exceeds Your Hotel Name Here's inventory, then the group agrees to pay for the cost of renting this additional equipment. You agree to indemnify us for any damage caused to any Your Hotel Name Here property as a result of drayage related to your event, whether caused by you, your agents, employees, contractors, or agents.

Exhibit Space

A.
Type, Size and Number _________________________________________________

B.
Set-Up Date ______________________  Hours for Set-Up
 ____________________

C.
Tear-Down Date _______________________________________________________

Hour for complete removal from Your Hotel Name Here ______________________________________

D.
The current exhibit space rate per 8 x 10 exhibit booth is ___________________________________________.  Confirmed rates will be established twelve (12) months prior to convention.

E.
______________________________________________________________________

_______________________________________________ are designated exhibit areas.

(NOTE: Be sure to block move-in and move-out access areas.)

F.
Name of Decorator  ______________________________________________________

Hilton understands that there may be persons or groups attending your convention who may wish to schedule additional meetings over your convention dates.  These affiliated persons or entities will be expected to pay for use of function space requested at the Your Hotel Name Here's published rates.

Your Hotel Name Here Guidelines on Exhibits

A.
Your Hotel Name Here unfortunately does not have storage space for crates.

B.
Uniformed Guards may be required in Exhibit Areas at the expense of the «GROUPNAME».

C.
Exhibitors and «GROUPNAME» shall indemnify and hold harmless Your Hotel Name Here and its servicing agents from all liability (damage or accident) which might ensue from any cause resulting or connected with transportation, placing, removal or display of exhibits.  «GROUPNAME» hereby agrees to the Indemnity Agreement attached hereto and marked Exhibit A.

D.
«GROUPNAME» shall be responsible for obtaining any necessary Local Fire Department approvals of Exhibit plans.

E.
Your Hotel Name Here requests that the «GROUPNAME» submit to Your Hotel Name Here a proof of the Exhibitors Contract before it is sent to the Exhibitors.

F.
You agree to indemnify us for any damage caused to any Your Hotel Name Here property as a result of drayage related to your event, whether caused by you, your agents, employees, contractors, or agents.

Security

If required, in our sole judgment, in order to maintain adequate security measures in light of the size and/or nature of your function, you will provide, at your expense, security personnel supplied by a reputable licensed guard or security agency doing business in the city or county in which we are located, which agency will be subject to our prior approval.

Banquet Services

You have agreed to hold the food and beverage events set forth in the attached program schedule.

Because food and beverage prices fluctuate in accordance with market conditions, menu prices for planned food and beverage functions will be established not earlier than six (6) months prior to your «BOOKNAME».  For your information and guidance, our current menu prices are as follows:

Breakfast:

from $ _______________

Lunch:


from $ _______________

Dinner:


from $ _______________

Upon request, copies of proposed menus will be provided.  The quotations listed do not include taxes and service charges, which are currently ________% tax and _________% service charge.

Until specific menus and prices are established, <the Your Hotel Name Here> will compute any performance or cancellation damages due using the minimum menu prices above and number of attendees listed in the program schedule.

The <Your Hotel Name Here> is licensed to serve food and beverages.  No food or beverages may be brought into the <Your Hotel Name Here> by «GROUPNAME» for service at this «BOOKNAME».

Performance and Cancellation Policies
Upon signing of this contract, both you and Your Hotel Name Here will have entered into a binding commitment. Your Hotel Name Here is committed to provide and you are committed to use and pay for all of the accommodations and services set forth in this agreement.  Your Hotel Name Here has offered the favorable sleeping room rates and other concessions in this contract based upon the total anticipated revenues for your event.  "Anticipated Revenue" includes revenue from the total sleeping room nights reserved on page 1 at the gross rates established herein (less complimentary rooms), food and beverage events at the minimum per person charge, plus gratuity as set forth in your program, meeting room rental as agreed and ancillary revenues which the Your Hotel Name Here expects to receive from your attendees, such as telephone tolls, in-room movies, room service, outlet usage and similar charges.  In states in which local law requires payment of taxes on damages, anticipated revenue will include tax.

Should you not utilize and pay for all of the commitments of this contract, whether due to reduction in size of your meeting, drop in attendance, change in food and beverage events or cancellation of the entire contract, you agree that the Your Hotel Name Here will suffer damages.  Such damages will occur because Your Hotel Name Here will have lost the opportunity to offer your unused facilities to others either individually or as part of another block and will incur additional costs in attempting to resell inventory that was already sold.  The exact amount of such damages will be difficult to determine.  Therefore, the parties agree that the following liquidated damage clauses are a reasonable effort by the parties to agree in advance on the amounts that will be paid by you in the event of either lack of performance or cancellation.

Performance Clause

Prior to your event, from time to time, at our option, we may review the number of requests for room assignments which have been made by your attendees in order to compare your obligations herein with your «GROUPNAME»’s actual likely performance.  Should it appear in advance of your meeting that the actual number of attendees will fall below the attendance we expect based upon your room block, the Your Hotel Name Here reserves the right to assign alternate meeting space commensurate with your reduced space needs as indicated by your attendee's requests for room assignments.

 Performance Clause – Option 1
Further, in the event that you do not use all of the sleeping rooms in your block or reduce the number, size or scope of the food and beverage events set forth in your program, you agree to pay liquidated damages to the Your Hotel Name Here based upon the difference between the total revenue anticipated for your event and the revenue actually received as follows:


Percentage of Total Anticipated


Percentage of Total Anticipated 


Revenue from Sleeping Rooms


Revenue from Sleeping Rooms


Actualized by Your Hotel Name Here:




to be paid as Liquidated Damages:


____% to ____%






____%


____% to ____%






____%


____% to ____%






____%


____% to ____%






____%


Percentage of Total Anticipated


Percentage of Total Anticipated 


Revenue from Food and Beverage


Revenue from Food and Beverage


Events as set forth in Program


Events as set forth in Program


Actualized by Your Hotel Name Here:




to be paid as Liquidated Damages:


____% to ____%






____%


____% to ____%






____%


____% to ____%






____%


____% to ____%






____%

If food and beverage functions have been established under a Banquet Event Order, performance damages for food and beverage will be determined separately based on the terms of the order.

Option #2

Accordingly, the parties agree that they will share the loss in sleeping room <and food and beverage> revenue suffered by the Your Hotel Name Here in the event of your failure to utilize all of the rooms in your sleeping room block <or fail to hold all of the food and beverage events committed or change their size or scope>.  «GROUPNAME» agrees to pay  <  >%   of  Your Hotel Name Here's lost anticipated sleeping room revenue <and __% of lost food and beverage revenue> as liquidated damages to Your Hotel Name Here.  For sleeping rooms, lost anticipated revenue will be calculated by multiplying the exact percentage of sleeping room nights not utilized out of «GROUPNAME»’s block, times the average room rate of rooms actually utilized by «GROUPNAME», plus tax.  <For food and beverage revenue, lost anticipated revenue wil be calculated by subtracting the exact amount of food and beverage actualized from the total anticipated food and beverage committed in this agreement>.

The following charts illustrate how such liquidated damages would be calculated: 

Total Rooms Blocked

______
______
______
______

Percentage of Total 
X  80%       
X  70%      
X  60%       
X  50%

# of rooms used at % 

______
______
______
______

# rooms unused at %

______
______
______
______

Average Rate + tax

X ____

X_____
X_____
X_____

Equals lost revenue 

$_____
$______
$______
$______

___ % paid by group

$_____
$______
$______
$______

___ % absorbed by Your Hotel Name Here
$_____
$______
$______
$______

Total F&B per contract
_______
_______
________
_______

Actual amount used

_______
_______
________
_______

Lost Revenue


_______
_______
________
_______

___% absorbed by Your Hotel Name Here
_______
_______
________
_______

___% paid by group

_______
_______
________
_______

All performance damages due under this clause will be payable seven (7) days prior to group arrival at Your Hotel Name Here.

Cancellation Clause
«GROUPNAME» agrees that should it cancel its event for any reason, including changing its meeting site to another Your Hotel Name Here, that Your Hotel Name Here will suffer damages.  The closer in time to the date of your event that a cancellation occurs, the less likely it is that Your Hotel Name Here will be able to replace any or all of your business with comparable business.  Therefore, the parties agree that «GROUPNAME» will pay as liquidated damages to the Your Hotel Name Here immediately upon notice of cancellation a percentage of the total revenues anticipated by the Your Hotel Name Here for your event from sleeping rooms, food and beverage events set forth in your program and ancillary revenues as follows:

Cancellation between date of signing until 3 years before event date:  _____%

Cancellation between 3 years and 2 years before event date: ______%

Cancellation between 2 years and 1 year before event date: ______%

Cancellation less than one year before event date: ______%

In the event that this meeting is canceled prior to the time that specific sleeping room rates are agreed upon, menu prices are established, or exhibit space rates are established, then our current room rates, current menu prices and current exhibit space rates, as set forth herein, will be used in calculating the Your Hotel Name Here's anticipated gross revenues.  Ancillary revenues will be calculated using the average daily per occupied room ancillary revenue for the same month as the convention from the most recent year available.

Your Hotel Name Here will not consider notice of cancellation valid and will not release accommodations held until payment of the liquidated cancellation damages is received, therefore delay in payment may result in higher damages owed.

Acts of God

(Warning:  Omit Government authority when contracting with any government or government-related entity.)

Neither party shall be responsible for any failure of performance due to acts of God, shortage of commodities or supplies to be furnished by the Your Hotel Name Here, or governmental authority, that make it illegal or impossible for the Your Hotel Name Here to hold the event.

(Alternate clause to be used if group demands more detailed clause)
If events beyond the reasonable control of the Parties, including but not limited to, acts of God, war, strikes, terrorist attacks in the city in which the Your Hotel Name Here is located, or curtailment of transportation either in the Conference City or in the countries/states of origin or the attendees, which prevents of at least 40% of the attendees from arriving for the first scheduled day of the event, make it impracticable, illegal, or impossible to perform as originally contracted under this Agreement, the affected party may terminate this Agreement, without liability, upon written notice.

Americans With Disabilities Act

The Your Hotel Name Here represents and «GROUPNAME» acknowledges that beginning on January 1, 1992, and continuing thereafter in accordance with the compliance dates established or required under Title III of the Americans With Disabilities Act and the regulations promulgated thereunder ("ADA"), the Your Hotel Name Here facilities being rented to «GROUPNAME» under this Agreement, its guest rooms, common areas and its transportation services will be in compliance with the public accommodation requirements of the ADA.

Auxiliary Aids

«GROUPNAME» agrees that by __________________________________ , it will furnish to the Your Hotel Name Here a list of any auxiliary aids needed in any meeting room or function space by its attendees.  Should such auxiliary aids be required, «GROUPNAME» shall pay all charges associated with the acquisition, rental or provision of such aids for use in the function space.

When requests for sleeping room assignments are made, please ask your attendees to notify the Your Hotel Name Here of their auxiliary aid needs, so that we may notify you as to the names of businesses with which you may contract to obtain those aids for use in the function space.

Promotional Considerations
Your Hotel Name Here has the right to review and approve any advertisements or promotional materials in connection with «GROUPNAME»’s function which specifically reference a name or logo owned by Hilton Hospitality Inc., including, but not limited to:  Hilton,  Hampton Inn & Suites, DoubleTree, Conrad International, Homewood Suites, Harrison Conference Centers, Hampton Inn or Embassy Suites Hotels.

Option Dates

These arrangements are being held on a first option basis until «DECISION».  However, should another organization request the dates and be in a position to confirm immediately, you will be advised and given seven (7) days to confirm on a definite basis or so alternate dates can be researched and held for your use.

By signing and returning the enclosed copy of this contract by «DECISION», you will enable us to establish these arrangements on a definite basis.

Please note that it is the responsibility of your organization to notify the Your Hotel Name Here if you need to extend your option.  If written confirmation is not received by the Your Hotel Name Here by «DECISION» your hold may be automatically released.

or

As we discussed, another organization currently holds a first option tentative commitment over the specified dates.  If you decide to confirm these dates every effort will be made to clear the existing first option.

To accept this agreement, please sign and return the enclosed copy by «DECISION».   By returning the signed agreement you will enable us to establish these arrangements on a definite basis provided these dates can be cleared.

Please note that it is the responsibility of your organization to notify the Your Hotel Name Here if you need to extend your option.  If written confirmation is not received by the Your Hotel Name Here by «DECISION», your hold may be automatically released.

Indemnification

To the extent permitted by law, you agree to protect, indemnify, defend and hold harmless the Your Hotel Name Here, Hilton, and the Owner, and their respective employees and agents against all claims, losses or damages to persons or property, governmental charges or fines, and costs (including reasonable attorney's fees), arising out of or connected with your function, except those claims arising out of the sole negligence or willful misconduct of Your Hotel Name Here.

Insurance

You agree to obtain and keep in force, during the term of your occupancy and use of our premises for your event, policies of General Liability insurance, specifically referring to and including the Contractual Liability referred to in the indemnification paragraph above, Premises-Operations, Broad Form Property Damage, and Personal and Injury Liability with limits not less than $1,000,000.00 per occurrence, and, if applicable, Worker's Compensation insurance to statutory limits, Employer's Liability insurance with limits not less than $1,000,000.00 per occurrence, and Automobile Liability insurance covering all owned, non-owned and hired vehicles with limits not less than $1,000,000.00 per occurrence.  You agree to include Your Hotel Name Here, Hilton and Your Hotel Name Here Owner in the General Liability policy as an additional insured thereunder.  Your insurance will be considered primary of any similar insurance carried by us.  You agree to deliver to us at least seven (7) days prior to your event copies of certificates of insurance for each policy required by us.  All policies of insurance will be with insurance companies rated by A. M. Best Company as an A VIII or better or otherwise acceptable to the Your Hotel Name Here.
If you use an outside vendor, contractor or service provider to deliver, set up and/or take down booths, exhibits, staging, equipment or for any other purpose, the vendor, contractor or service provider must maintain the same types and amounts of insurance as we require of you.  Also, their insurance is primary to any similar insurance carried by us.  The Your Hotel Name Here, Hilton and Your Hotel Name Here Owner must be named as an additional insureds on the vendor's, contractor's or service provider's insurance.  The vendor, contractor, or service provider must provide us certificates of insurance seven (7) days prior to the performance of their contract with you.

Arbitration

The parties agree that any dispute in any way arising out of or relating to this contract will be resolved by arbitration before JAMS/ENDISPUTE® or American Arbitration Association in the state and city in which the Your Hotel Name Here is located, or the closes available location.  The parties further agree that in any arbitration proceeding they may conduct reasonable discovery pursuant to the arbitration rules, that the law of the state in which the Your Hotel Name Here is located will be the governing law, and any arbitration award will be enforceable in state or federal court.

Attorney's Fees

The parties agree that in the event that any dispute arises in any way relating to or arising out of this contract, the prevailing party in any arbitration or court proceeding will be entitled to recover an award of its reasonable attorney's fees and costs.

Successors and Assigns

The commitments made by «BOOKNAME» will be binding on its successors and assigns.  In the event that «BOOKNAME» assigns, sells, conveys, pledges or otherwise disposes of all or substantially all of its assets (collectively referred to as "assignment"), by operation of law or otherwise, this agreement and the obligations herein must also be assigned to and assumed by the successor organization, subject to approval by Hilton.  In the event such a assignment is contemplated, «BOOKNAME» agrees to notify Hilton at least thirty days in advance of the planned close of the assignment transaction of the entities involved.  Hilton will thereafter have 20 days in which to notify «BOOKNAME» if assignment is approved.

This contract, with exhibits attached hereto (if any), constitutes the entire agreement between the parties and may not be amended or changed unless done so in writing and signed by Your Hotel Name Here and «GROUPNAME».
Effective Date of Communications/ Signatures sent by Facsimile
The parties agree that for purposes of this contract and any amendment or modification thereto, or for any other notice or communication between the parties, signatures sent or received by facsimile transmission will be considered as enforceable and valid as original signature by the party signing.  The effective date of communications between the parties will be determined as follows:

1.  Communications sent via U.S. Mail or private mail delivery service (i.e. Fed Ex) will be effective as of the date sent;

2.  Communications sent via facsimile will be considered effective as of the date and time on the facsimile confirmation sheet retained by the sender.

The undersigned are authorized to sign and enter into this contract.

ACCEPTED AND AGREED TO:

_____________________________


__________________________________

«GROUPNAME»


<Name of Your Hotel Name Here>
By___________________________


__________________________________

       Meeting Planner 




           Sales Manager

Date _________________________


Date ______________________________

By ___________________________


By ________________________________

        Officer






            Director of Sales

Date __________________________

Date _______________________________

EXHIBIT A

RESPONSIBILITY CLAUSE FOR EXHIBITS

The «GROUPNAME» shall assume responsibility for any claims arising out of the use of the exhibition premises of the Your Hotel Name Here.  In this regard, the «GROUPNAME» agrees to indemnify and defend the Your Hotel Name Here and its Owners, agents and employees against any claims or expenses arising out of the use of the exhibition premises.

The «GROUPNAME» agrees to obtain and maintain during the use of the exhibition premises, Comprehensive General Liability Insurance, including contractual liability covering the «GROUPNAME»’s indemnity in this Responsibility Clause.  Such insurance shall be in the amount of not less than $1,000,000 combined single limit for personal injury and property damage.  The Your Hotel Name Here, its Owners and Hilton Your Hotel Name Heres Corporation shall be named as additional insureds on such policy, and «GROUPNAME» shall supply the Your Hotel Name Here with Certificates of Insurance at least 30 days prior to the use of the exhibition premises.

In order to protect the «GROUPNAME» and the Your Hotel Name Here, the «GROUPNAME» agrees to include the following Responsibility Clause in their Exhibitor contract:

Exhibitor assumes responsibility and agrees to indemnify and defend the «GROUPNAME» and the Your Hotel Name Here and their respective employees and agents against any claims or expenses arising out of the use of the exhibition premises.

The Exhibitor understands that neither the «GROUPNAME» nor the Your Hotel Name Here maintain insurance covering the Exhibitor's property and it is the sole responsibility of the Exhibitor to obtain such insurance.

Renovation/Remodeling

As of the date of the signing of this contract, Your Hotel Name Here has no plans for renovation or remodeling of any facilities which will be utilized by «GROUPNAME» pursuant to this contract, other than ordinary maintenance.  In the event that after this contract is signed, Your Hotel Name Here confirms any plans to remodel or renovate its facilities, Your Hotel Name Here agrees to inform your group in writing within a reasonable amount of time of the following:

a.
Planned scope of project;

b.
Schedule for commencement and completion;

c.
Anticipated impact project will have on areas to be utilized by your group;

d.
Your Hotel Name Here's plan for minimizing impact of project on group.

Your Hotel Name Here's plan to renovate or remodel will not constitute grounds for termination of this agreement unless mutually agreed upon by both parties.  The parties agree to negotiate in good faith to resolve any concerns raised as a result of renovations or remodeling and to enter into such amendments of this agreement as may be necessary to reasonably accommodate both parties' interests.

ADDITIONAL CONTRACT CLAUSES—To be used only when group requires this type of clause as condition of signing agreement.

"WALK CLAUSE"

The parties agree that on occasions due to unanticipated circumstances, the Your Hotel Name Here may not have rooms available for all guests who wish to check in on a particular night.  While Hilton will use reasonable efforts to avoid such situation impacting «BOOKNAME», in the event any member of your group with a confirmed reservation cannot be accommodated by the Your Hotel Name Here, the Your Hotel Name Here will provide the following:

1. Accommodations at a comparable Your Hotel Name Here as close as possible and at no charge to the guest for each night the guest is displaced from the Your Hotel Name Here.

2. One complimentary round trip ground transportation between Your Hotel Name Here and the alternate Your Hotel Name Here.

3. The Your Hotel Name Here will make necessary arrangements for the displaced guest's telephone messages and mail to ensure that they are properly forwarded.

4. The group will receive credit for any guests displaced toward its pick up for purposes of this contract.

5. If a room becomes available at the Your Hotel Name Here for the displaced guest and the guest elects not to return to the Your Hotel Name Here, the Your Hotel Name Here will have no further obligations under this clause. 

6. When a room becomes available at the <Your Hotel Name Here> and the displaced guest returns, the Your Hotel Name Here will provide upgraded accommodations if available and provided with a welcome expression from the General Manager. 

"COMPETING GROUPS"

OPTION 1
Your Hotel Name Here agrees and understands that «BOOKNAME» is engaged in the following business  __________________________ , and that the meeting which will take place over the dates of this contract relates to such business .  Therefore, Your Hotel Name Here agrees that if the following groups or businesses held meetings at the Your Hotel Name Here over the dates of this contract, it would create a potential conflict with «BOOKNAME» event.  Your Hotel Name Here therefore agrees that it will not schedule meetings or events involving the following over «BOOKNAME» contracted dates:

<LIST COMPETING COMPANIES OR GROUPS BY NAME OR IF ABSOLUTELY NECESSARY BY TYPE OF BUSINESS >
OPTION 2
Your Hotel Name Here agrees and understands that there are various related and affiliated groups or entities that may wish to reserve room blocks, meeting space or suites over the dates of «BOOKNAME»’s meeting which could create conflicts with the goals and objectives of the meeting.  Therefore, Your Hotel Name Here agrees not to rent facilities to the following groups or entities over the dates of  «BOOKNAME»’s meeting without the express consent of «BOOKNAME»:

<LIST AFFILIATES BY NAME>

"CROSS DEPENDENCY/CONTINGENCY CLAUSE"

OPTION 1—CONVENTION CENTER
Your Hotel Name Here agrees and understands that «BOOKNAME» intends to hold significant portions of its events at the <Name of Convention Center>.  Therefore, this agreement is contingent upon the center being available over the dates of «BOOKNAME»’s event.  "Availability" shall mean that the center is holding the space for the event on its books on a definite basis, whether or not an actual contract has been signed.  «BOOKNAME» must confirm to the Your Hotel Name Here in writing, no later than _________________, whether the availability of the convention center has been confirmed.  Upon receipt of such confirmation, Your Hotel Name Here will consider this contract a binding commitment.  If confirmation is not received, Your Hotel Name Here may, at its option, elect to continue to hold the commitment for this event, or cancel without liability at any time before confirmation is received.

{This clause puts the burden on the group to confirm, rather than letting them drag it out and attempt to use it as an excuse to cancel.  The point of this clause should be to help the group that can't get all arrangements completed at once—they should have all their commitments in line within a reasonable time after signing the Your Hotel Name Here contracts.}

OPTION 2—CITYWIDE
Your Hotel Name Here agrees and understands that the size of  «BOOKNAME» event requires the use of multiple Your Hotel Name Heres in the city. Therefore, this contract is contingent upon the availability of a total sleeping room block in the area of at least ____ rooms on peak night.   «BOOKNAME» will provide written confirmation to Your Hotel Name Here that it has secured a sufficient block no later than ____________.  Upon receipt of such confirmation, Your Hotel Name Here will consider this contract a binding commitment.  If confirmation is not received, Your Hotel Name Here may, at its option, elect to continue to hold the commitment for this event, or cancel without liability at any time before confirmation is received.

OPTION 3—CODEPENDENCY
«BOOKNAME» and Your Hotel Name Here agree and acknowledge that this agreement is part of a meeting in which «BOOKNAME» intends to use several Your Hotel Name Heres for its events.  Because of the size and nature of the meeting, «BOOKNAME» will be unable to successfully hold its event if any of the involved Your Hotel Name Heres becomes unwilling or unable to meet its contractual commitment to «BOOKNAME».  Therefore, if for reasons beyond the control of «BOOKNAME», any of the Your Hotel Name Heres committed to provide a material amount of sleeping rooms, or meeting space for the event is not available, «BOOKNAME» will have the right to cancel this commitment without liability to Your Hotel Name Here.  "Committed," for the purposes of this clause shall be defined as having a signed contract with «BOOKNAME» for this meeting no later than 30 days from the date of this agreement.

{This clause gives the group the right to cancel without payment if another Hotel backs out! This is not a desirable clause and should only be used if there is no other choice.  In addition, the Your Hotel Name Here should attempt to obtain a separate agreement with the other Hotels involved in the meeting requiring indemnification of your Hotel if  as a result of the other Hotels' actions the meeting is cancelled.}
Especially Prepared for: 	� MERGEFIELD GROUPNAME �«GROUPNAME»�





By:	� MERGEFIELD SALESID �«SALESID»�





Contact:	� MERGEFIELD CON1SAL �«CON1SAL»� � MERGEFIELD CON1FIRST �«CON1FIRST»� � MERGEFIELD CON1LAST �«CON1LAST»�


	� MERGEFIELD CON1TITLE �«CON1TITLE»�


	� MERGEFIELD ADDR1 �«ADDR1»�


	� MERGEFIELD ADDR2 �«ADDR2»�


	� MERGEFIELD CITY �«CITY»�, � MERGEFIELD STATE �«STATE»�  � MERGEFIELD ZIP �«ZIP»�


	� MERGEFIELD CON1PHONE �«CON1PHONE»�  





National Sales Contact:	<Enter Name>	





Function:	� MERGEFIELD BOOKNAME �«BOOKNAME»�





Headquarters Hotel:	<Enter Name>	 


		





Dates Rooms Reserved:	<Include Days of the Week>





ROOM ARRIVAL and DEPARTURE PATTERN


and RATES
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