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F VENT FLANNING GUIDE: SERVICES AND FROCEDURE.S

771@ f:ort Co///ns Counfrﬂ C/u[) /s a mem[)enownec/Countrﬂ C/u/) that was founded in 1959 and has
established a tradition of fine d[n/ng and e/egant entertainment. (Jur statt /s profcss/ona/{g trained to assist
youinevery step of yourevent /o/ann/hg and js dedicated to the /zlg/lcst standards of qua//tﬂ that will ensure
yourevent is an occasion for all to remember. [ his gu/a/e outlines the (lub’s /oo//c/cs n respect to member
and non-member events, /oric/ng, and other aspects involved in /o/ann/ng yourevent. Book/ng yourevent
should be done as ear/ﬂ as /0055//)/@, as our schedule Fills rapic//y«espeda//ﬂ for summer Wedd/ngs and
/ "/o//c/ay /Dartfes‘

Scheduling and DcPosit Policies

C!ub members may reserve banquct space for PersonaL business and Family events, and also sponsor }Janquct events at the
Club for non-members. Non~membcrs without a member sponsor may also book banquct space. Arrangcmcnts fora
sponsoring member will be made with the assistance of the Club’s Salcs Office. All attendees at the event become the
guests of the sPonsoring member. Mcmbcr sponsors guarantee Pagmcnt on the event, are rcsponsiuc for the actions of their

guests, and should be in attendance at the event.

The Club does not d—]arge room fees for member events. [Tor all non-member events, a non-refundable room fee is requirecl
when booking banquet space and may be Paicl bg cash or credit card. T his room fee will be waived for non-Promcit groups.

No function will be considered definite until the room fee is received.

Forall member events, a cleposit equal to twent3~¥ive (25) percent of the estimated cost of the function is requirecl when the
room reservation is booked. [:or all member sponsore& and non-member events a cleposit equal to Fi)ctg (50) Percent of the
estimated cost of the function is required when booking the event. | hese clePosits will be aPPIiec{ to your outstancling

ba!ance. ]n the casc O{: a cance”ation a” {:665 and d@POSftS become non~re]cunc{able UHICSS the SPaCC reser\/ecl can be

rebool(ecl‘

|f an event is canceled by the mutual consent of the Fort Co”ins Country Club and the client due to inclement weather or
other mitigating circumstances, the actual expenses of food and labor incurred bg the Fort Collins Country Club during the
Preparation will be chargcc{.

Full payment, less aPPIicable cleposits, of non-member events will be anticipatecl upon conclusion of the event. | he [Tort
Collins Countrg Club accepts cash and Visa, Master Cl’xarge, Discover and American Express credit cards for non-

member events only.

A credit card number will be taken with the cleposits on all non-member events as guarantee of final payment. Members of
reciProcal clubs who are hosting a banquet will also be encouragec{ to pay bg credit card if theg desire. (Jnless other
arrangements are macle, all charges incurred for a SPecial event hosted bg a Club member will be billed to the member's

account on the date of the event.
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Room Availabilitq and [Tees

ROOM MAXIMUMDINING CAFACITY FEL

Allen-Paker Room 80-90 [eople $300.00
Cl’?anﬂ Room 60 Feop]e $100.00
(rand Pallroom 225-%00 Feople (*) $400.00
Grill Room 45 Feople () $125.00
(Gazebo Varies (***) $150.00
Sinnett Room 16-18 Feople $ 50.00

(*) The (5rand Ba”room may be divided into 2 different comcigurations, a”owing us to customize Private
events and business meetings of most any size. Fora P]a’ced lunch or dinner, the (Grand Ballroom will
seat 250 PCOPIC‘ ]:or buffet lunches and clirmers, the Ba”room will seat aPProximatelg 225 People.

T his area can facilitate up to 250-300 guests for seminars. Some set-up requirements may dictate the

actua] number o1C at’cendees that can }DC accommoc{a’cecl.

(**) The Gri” Roomis available for Private evening Parties in December, Januarﬂ, ‘:ebruary and
March on a limited basis.

(%) The Gazebo is available, on a limited ]Dasis, for Private functions and wcdcling ceremonies.

Club members are not rcquircd to pay a room fee for their Pcrsonal function, if the Club supplics
food and bcvcragc for the event. |f a roomis used by amemberfora meeting with no food and

bcvcragc, a usage fee will be chargccl to cover the cost of sctuP and break down of the room.

January 2012 2



@ s
® [FORTCONINSCOUNTRYCI (R

Banquct ]:_vcnt Ordcr- Contract Shcct

Frior to your event, you will receive coPies of the banquct event order-contract which will detail the services Provic{cd. Flcasc
read the event sheet care]cu”\tj and make any necessary additions or corrections, sign and return one copy to the Banquct

Sales Office. T his event sheet serves as a contract for the services Provic{ccl.

Count Guarantcc:

The guaranteecl number of guests attencling is requirec{ five business clags in advance of the function. Charges will reflect

the guaranteec{ count, or actual number of attenclees, whicheveris greater.

Service Chargc and Salcs T ax:

Scrvicc chargc of 20% and current state and countg sales tax will be added to Priccs quotcd. Accorc{ir\g to our Club Po|icg,
all service Pcrsormcl share in the service chargc. Groups rcqucsting a sales tax cxcmPtion must submit their cxcmption

certificate Prior to the date of their event.
Damagcs and Losses:

The Fort Collins Counhy Clubis Private property. Banquet clients and theirguests are not Permittecl on the course or
Practice facilities at any time. (Guests are limited to the areas of the (Club that have been rented for your event. (lients are
exPectecl to monitor theirguests, esPeciang chil&ren, and will be held accountable for any Aamage done to the golF course and
its surrouncling facilities, inc|uding the Clubhouse. T he signer shall be responsiHe for any clamage to the (Club property or
facilities begoncl orc[inarg wear and tear and will be billed for any such clamagc Determination of the amount of such clamage
shall be within the solejurisdiction of the Club and payment for such clamage shall be due within 10 clags Fo”owing the event.
An itemized list of all clamage charges will be given to the signer.

The Fort Collins Country Club will not be held rcsPonsiHc for any lost or damagcc{ items. | his includes any items left

before or after your function.

The signer of the event agreement agrees to run the function in a timcly manner. |n the event said function runs overtime, the

signer agrees to pay any overtime and/or costs Paic] out b}j the C|ub bcgonc[ the established closing time of the event.

The Fort Collins Counhy (Club is a smoke-free environment. Smoking is onlg Permittecl outside the buil&ings. There are

clesfgnatecl smoidng areas with Fireprooxc recePtacles‘

Animals, with the exception o?gui&e clogs, are not allowed at the Fort (Collins Countrg Club.
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A/V chtals

Othcr chtals

Additional Staging

Linens/Candles

[ ntertainment

]:Ioral Arrangcmcnts

Dance Floor

Icc Sculpturcs

Event Flanning Asssistance

Children’s Room

January 2012

Amenities Provided at No Chargc or Additional C ost

onted }33 the Banquet Sales Manager
Our Fodium/Mic and Frcjection screens are

available free of charge.

The Banquet Sa[es Manager will assist you in renting tents,

chairs and any other decorative items that you may desire.

Charges incurred for all rentals will be based on the Kenta] Compang Bid,
P[us 5% of the total rental costs.

Coat check $10.00 per hour

\/a]et Parl(ing attendants $1 5.00 per hour per attendant

Staging to assist with reception or event decoration at $25.00/hr.
Additional staff at $1 7-00 per hour per person.

[House | inens are available free of charge for every event. We offer Champagne, [Forest (GGreen or
Burgunclg napkins and Champagne tablecloths. The Banquet Sa]es Manager can Provic{e color
swatches Forgou to look at should you wish to rent a specia[ty color of ]inen, chair covers and sashes.
Frices will be ciuotec{ per rental bid.

White Votive candles and mirror tiles are Provic]cd free of charge. You are welcome to Provide your own

iﬂjou PFC]CCF. A” cand[es must }DC CI'\C]OSCC{,

You are welcome to contract your own entertainment, keeping in mind that the space you book may
dictate entertainment oPtions.

The Banquet Sa[es Manager can Provic{e you with a list of ProFessiona[ entertainers and/or make
necessary arrangements upon request.

The ]:ort Co”ins Countrg Club reserves the right to approve all vendors who work at the site.

You are welcome to contract a florist oFgour choosing, or the Banquet Sales Manager can Provic{e

you with a list of ProFessional florists aﬂc]/or make necessary arrangements upon reques’c.

We offera Fu”y Portable dance floor that can be P]aced in most any location in the Granc{ Ba”room
at no charge. Outc{oor dance floors are available and charges will be quoted per the Renta[

Compang bid.
We offera variety of sculPtures starting at $200.00.

The C[ub Provides ProFessiona] event P[anners to assist with your site related detai[s, vendor needs

and all unique desires.

We have a Chi[dren’s Room with TV/\/CR, Song F]a9 Station, and games. A babysitter hired }33

the contract person to monitor the children’s room c{uring your event is required.
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Food and Bcvcrap;c Policies

Allfood and beverage consumed on the Premises of the [Fort Collins Countrg Club must be Provic]ecl }33 the Club, with the
exception of weclcling and sPecialtg cakes. Due to health standards and insurance liabilities, no food or Eeverage is to be

taken from the Club exclucling specialtg cakes.

Menu Selection:

Please feel free to discuss any menu ideas you may have for your event with our Pro)cessiona| staff. or weclcling recePtions, it
is higlﬁlg recommended that hors d’oeuvres be offered to your guests to en—jog while tl"lé!j wait for the arrival of the Bride and
(Groom. T o allow for proper preparation, all menu selections should be completed and in contractual form two weeks prior to

your event.

Bcverage Senvice:
A fll range of beverage service oPtions is available to comPlete your banquet experience at the Fort Collins Countrg Club.
T!’]e [Host of the event ultimately determines which bar products will be made available to his,//her suests. These

Y P g

arrangements will be outlined in the event order-contract for each event.

Forfunctions that dictate the need for a full service bar, a $200.00 minimum Purchasc is rcquired. |f the sales minimum is not
met, a fee of $50.00 will be assessed for labor and set-up. Cocktai[ service is Provic{ecl for every function at no additional

cost.

Statc hquor laws Providc that no alcoholic bcverages may be brought onto or removed from the Prcmises. Thc Host is
rcsPonsiblc for the actions of theirguests at function time. Thc f'iost shall insure that those persons attcnc{ing and obtainir\g
fermented malt and alcoholic bcvcragcs are of Icgal age to do so. The Fort Co”ins Countrg Club may refuse service of

alcohol to any guest at its discretion.

Alcoholic Procluct may be donated through alicensed quuor distributor for charity and non~Pro1Cit organizations only. There
will be a chargc for serving the donated Product

Hosted Bar Hosted/Cash Bar

T!’]e T‘lost of the event is cl'largec{ at the conclusion of Thc T'iost of the event Pre~dctcrmincs which bar

the function for the total number of drinks served. Proc{ucts will be Providcd atno chargc to the gucsts.

The Host will be billed per consumption of the named

h bscription
Cas /Su SCI'IPtIO bar “hosted” bcvcragcs. A” additional bar Products will bel

|ndividuals are chargecl per drink on a cash or member- sold to the attcnding guests on a cash basis.

subscription basis.
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Spccializcd Wedding Services

Food and Bcvcragc Minimums
I~ ach wcdc{ing rcccption rcquircs a minimum Purchase of food. Your choice of entrée will be included towards the food
minimum.

Dagtimc SCrvicc 9 AM-3 FM $%0.00 ++ minimum. 3 FM ~12 AM: $40.00++ minimum.

(olorado food service rcgulations Prohibit service of food and bcvcragc inany licensed area when such food and
bcvcragc is not Prcparcd and served bg the Fort Co”ins Countrﬂ Club.

(olorado food service rcgulations also Prohibit us from wraPPing up un-served food from a buffet and giving it to a guest
attcnding the event. | he cxccption to the above applics to wcdc{ing and sPccialtg cakes.

ch]c]ing Consultations
QOur Sales Manager/Weclcling (oordinator will Provicle an array of services to accommodate your every need and he[P

yOU mal(e t!’]@ necessarg arrangements {:or 3OUF event. APPOiﬂtm@ntS are recommenclecl ancl aPPreciatecl‘

ch]c]ing Cake

FroFessional reucerrals are avai!able UPOI’! request. W€ Wl” cut ancl scrve 3our weclcling cal(e gree O{: cl'large‘

Dance Floor

We offera Fu”g PortaHe dance floor that can be Placed in most any location in the C]rancl Ba”room at no charge‘
Outcloor Dance ]:Ioors are available and charges will be quotecl per Rental Compang Bxcl

L inens/Candles:
[ouse | inens are available free of clﬂarge for every event. We offer Cl’]ampagne, Forest (Green or Burgundg Napkins

and C!ﬁampagne Tab!ec!oths. TH@ Banquet Sales Manager can Provicle color swatches for you to look at should you
wish to rent a sPeciaItg color of linen, chair covers and sashes. Prices will be quotea per rental bid.

White Votive candles and mirror tiles are Provi&ed free of charge‘ You are welcome to Provicle your own if you Pre?er. A”
candles must be enclosed.

(Chair covers and sashes are available at a cost of $3.95 - $4.95 per chair. T here will be an additional labor cl'large of $.50

P@r chair {:or Placemen’c O]C the chair covers and sas!nes‘

[ ntertainers
We invite you to hire Pands, Disc Jockegs, String Q;Jartcts, Fianists, or other |~ ntertainers.
Thc Baﬂquct Salcs Managcr can refer Progcssiona| Entcrtaincrs upon request.

Dclivcrics
All deliveries b}j florists, bakers, etc., must be arrangcd and confirmed with the Sales Managcr so items will be Propcrly
received and stored sa\ccl\tj. Thc ort Conins Country Club is not rcsponsible foritems left here before or after your

event. I:orgotten items must be claimed within two days after your event.
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chlding ( eremonies

The Fort Co”ins Countrg Club will host wcc]c]ing ceremonies, when the rcccption is also bcirxg held at the Club, in

the go”owing locations:
L4 Thc Graﬂc{ Ba”room and the outdoor Gazcbo

Ccrcmong Fees

Qur ceremony fee is $500.00. | his fee includes labor required for the set u (up to ? hours prior to the ceremon ) of
Y 9 pup P Y

your wcdding chairs, and any additional guest book, ghct or unity candle tables. An additional room rental fee will be

chargcc{ to non-members for the reccPtion room. Ccremony chairs are an additional $2.00to $10.50 P|us tax for

outdoor and Gazcbo ceremonies.

|f both the ceremony and the reccPtion are held in the same room there will be an additional fee to cover the labor for

room turnover from thc ceremony to thc reception event.

T he addition of any extra décoris the rcsponsibilitg of the guest.
Clicnt pays all rental expenses associated with the ceremony, Plus i5%.

Ccrcmong Consuh:ation Fee

An event well Plannecl is an event Fu”g en_jogecl. Mang details are involved in coordinating your ceremony and
reception. The Fort Collins Countr3 Club Proviées an exPeriencec{ Weclc{ing (oordinator to assist you with the
Planning from beginning to end of your ceremony and recePtion. T his service includes assistance for the rehearsal and

the clag oxcgour ceremony. A consultation fee of $500.00 will be chargecl for every ceremony.

Your ch]cling Coordinator
You are more than welcome to have your own coordinator, in addition to the [Tort (ollins Countrg (Club coordinator.
We suggest that your Private coordinator concentrate on Pampering the bride and allow our coordinator to do on-site

activities, as she is familiar with the Club and its Po!icies‘

Tcnts

A $500.00 tent rental fee will be c!'largecl for the use of the For‘t Co”ins Countr3 C|ub tent. ])C arental tent is
requirecl for the event, the Sales Manager will assist with the contracting and set up- Charges for a rental tent will
reflect the rental cost with setup Plus 15%.

Drcssing Area
A c{rcssing area for the bride and attendants is available. Your Pcrsona| valuables are your responsibilit}j and we

suggcst thcg be kept near you.

Rehearsal

Rehearsal time is available to you and will be coordinated by the Sales Managcr. If your ceremony area is not
available the day o]cyour rehearsal we will Providc other space. Your Wcé&ing (oordinator will guic]e you and your
wcdding party through the rehearsal.
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