Buffalo Valley Event Center


EVENT AGREEMENT
Individual or Organization Name (the “Client”)                          
Contact Name/ Title

Address                                                                                         
City, State, Zip

Telephone Number                                                                       
Fax Number

Cell Number
___________________________________________________________________________________________________________

Email 





            Event Name & Date

____________________________________________________________________________________________________________

EVENT WORKSHEET:  Buffalo Valley Event Center – hereinafter referred as BVEC  and Client have completed the Buffalo Valley Event Center Worksheet (“Event Worksheet”), which sets forth the anticipated items and services to be provided by BVEC and the estimated cost of those items and services. The Event Worksheet is incorporated herein as Attachment A.

PAYMENT:  Client shall pay BVEC all amounts due and owing under the Agreement as follows:

(a) Upon execution of the agreement, Client shall pay BVEC 50% of the Total Estimated Cost as set forth in the Event Worksheet (the “initial Deposit”).  Additional options may be added up to two weeks prior to event date.  All services and fees will have an 18% gratuity fee added.  Sales Tax of 6.25% will also be added.  Gratuity Fees are not taxed.
(b) 14 days prior to the Event Date, Client shall pay BVEC Total Estimated Cost as set forth in the Event Worksheet (the “initial Deposit”).

(c) The balance of any amounts due and owing under the Agreement in excess of any payments made toward the Total Estimated Cost set forth on the Event Worksheet shall be paid at the conclusion of the Event.

(d) In the event of any additional charges for damage, cleanup or any other amounts due and owing under the Agreement not paid at the conclusion of the Event, BVEC may send Client an invoice for such charges. Client agrees to pay such additional charges within 15 days after the date of such invoice.

(e) Client further assures BVEC of full payment under the Agreement by completing the BVEC Credit Card Authorization form, which is incorporated hereby by reference as Attachment B. BVEC is hereby authorized to charge Clients credit card for any and all unpaid amounts due and owing under the Agreement.   All amounts not paid when due shall accrue interest at (18%) per annum.

Facility Policies & Procedures

Buffalo Valley Event Center referred to as BVEC is shown by appointment.  Regular appointments are available Monday through Friday from 9:00 A.M. to 5:00 P.M and Saturdays by special appointments provided the Venue is available. Other times may be arranged through the Event Coordinator. Please call (940) 482-3409 to schedule a site visit.
RESERVATIONS & DEPOSITS: 

BVEC is booked on a “first-come, first served” basis. At the Event Coordinator’s discretion, a temporary hold may be placed on a specific date for a client. BVEC reserves the right to cancel the temporary hold at any time. A date will not be secured until a deposit has been paid. This deposit is non-refundable but will be applied towards the final amount due to BVEC. Checks are made payable to Meritt Buffalo Events, LLC.
PAYMENT PROCEDURE: 

Fifty (50) percent of the estimated cost of the event (refer to the facility rental worksheet) is due when a contract is signed. The balance of the contract is due 14 days prior to the event.

All schools and educational organizations that require a Purchase Order in place of the deposit, please note that the full amount of the contract must be paid on or before the date of the event.  No Exceptions.
CANCELLATIONS: 

Cancellations or changes within 60-days of the event will result in forfeiture of 50 percent of the entire contract.  BVEC reserves the right to request the balance (50 percent of the remaining balance) of events booked during the Holiday Season (refer to Holiday Rates) 90 Days prior to the event.  All Event cancellations shall be submitted to BVEC in writing.  In the event Client cancels the Event less than 90 days prior to the Event Date, then Client shall not be entitled to any refund; except that under such circumstances, BVEC, at its sole discretion, may attempt to rent the facility to another client and if it is able to do so on terms and conditions which it considers to be substantially similar to those set forth in the agreement, then BVEC shall refund 50% of the initial Deposit.
SPECIAL SERVICES: 

BVEC is pleased to partner with many of the most accomplished vendors in the event industry. We maintain a list of preferred vendors to assist you in providing all the specialty services needed to produce your event. These vendors have already met our insurance and performance criteria. If you would like us to arrange these services for you, please contact with the Event Coordinator for further details. We can provide a list to assist you in your events planning needs. 

EVENT OCCUPANCY:  
 BVEC has a 150 person minimum for the Grand Ballroom Facility. If the anticipated number of guests should change from the inception of the initial estimate set forth on the Event Worksheet, Client shall contact BVEC immediately to discuss alternative set-up options. Final per person count is due no later than 14 days prior to the event, set forth in the contract.
SECURITY: 

BVEC reserves the right to implement security personnel at their sole discretion. BVEC may require Client to pay BVEC’s security personal hired for the Event.  The fee for such security personal shall be in accordance with the Event Worksheet.  By requiring Client to pay BVEC for its security personnel, BVEC does not assume any duty to protect Client, Client’s guests, representatives or Vendors.  BVEC does not assume responsibility for and shall not be liable for merchandise or articles brought into the facility, for any items left unattended, or for damage or loss to vehicles or equipment parked upon premises.  Client shall comply with all requests made by BVEC’s security personnel.   The cost of any police or fire personnel required by state or local government bodies shall be paid by Client.

CATERING SERVICE: 

 All caters used at BVEC must be from BVEC’s list of preferred caterers unless written approval has been given by BVEC Management to a different Caterer  a contract must be filled out between BVEC and Caterer along with a certificate of insurance, listing Meritt Buffalo Events, LLC as additionally insured.  Note:  part of the total price per person (or head) cost is a $12.00 menu allowance.  If vendor (other than in-house) is used, any additional costs above $12.00 that particular caterer charges, will be added as an extra per head cost.  Outside caterers (not on BVEC’s Preferred Vendor’s List), surcharge is an additional $250.00 or 15% (whichever is greater) and proof of insurance with Meritt Buffalo Events, LLC as the additional insured name under the vendor’s liability insurance policy,  for $1,000,000.00.  BVEC Kitchen rental fee for 5 hours is $500.00.
VENDORS: 

BVEC must approve all vendors. BVEC reserves the right to refuse access to any vendor. All vendors must furnish BVEC with copies of their current insurance policies, which shall be an amount adequate to cover the facility in the case of any damages incurred during event set-up, operation, or teardown. BVEC shall be named as an additional insured under the vendor’s liability insurance policy (please refer to the rental agreement). All vendors must be legitimate businesses, operating by the regulations of the State of Texas. The Event Coordinator may make exceptions for vendors who reside out of the area. Vendors must follow BVEC’s delivery times, loading areas, set up locations and pick-up schedule.  BVEC will not provide staff, carts, hand trucks, or other items to move supplies or equipment.  All cakes must be elevated and cannot sit directly on our table linens.  BVEC shall have the right to preclude any Vendor from performing services for the Event if its contract with the Client is in violation of the Agreement or BVEC policies, or if it does not adequately protect the BVEC facility.  BVEC provides a list of preferred vendors for Clients use. The use of a non-preferred vendor will result in a 15% or $250 surcharge (whichever is greater).  Client must contact BVEC to place an order with their choice of caterer on BVEC’s Preferred Vendor List.  To avoid misunderstands, please give written menu choice in email or fax form.  
VENDOR BUILDING ACCESS:  

Access to the BVEC facility and designated event areas will be through the loading and preparation area on South side of the Grand Buffalo Ballroom.  Vendor staff will utilize the loading area for the Event preparation and equipment assembly.  Vendor staff can utilize the service elevator to access the second level only with permission from BVEC.

DELIVERIES/PICK-UPS: 

All deliveries and pick-ups must be scheduled with the Event Coordinator 48 hours prior to the event. Event Management will not accept deliveries that have not been pre-arranged. It is not the BVEC’s responsibility to check/inventory delivered items for quantity/quality, or that the correct items have been delivered unless BVEC has ordered the items directly.  Our refrigeration storage is NOT available for any floral arrangements.

CLIENT BUILDING ACCESS:  

Decorating of the ballroom may start at 9:00am the day of the event unless another event is taking place that morning.  If an event is taking place in the morning, then you can start decorating at 3:00pm.  Only authorized personnel are allowed to be behind the bar or in the kitchen facilities due to liability issues.  NO EXCEPTIONS! 
DECORATIONS:  

Client and all Vendors must coordinate with BVEC regarding the use of all decorations 30 days prior to the Event Date.  No decorations or other items shall be posted, nailed, screwed or otherwise attached to the walls.  No metallic confetti, glitter or small beads allowed in the ballroom.  Exit items may not include dark colored rose petals (Light colors only: white, ivory, yellow, light pink).  No ladders or scaffolding may be used to decorate due to liability issues, unless a release form is signed by the Client.  Client must provide extension cords for electrical decorations that are not provided by BVEC.  It is the Client’s responsibility to remove all decorations on Light Poles, trees and in and around the Gazebo, otherwise an additional charge of $200.00 will be accessed.  Removal must be done within 8 hours from the end time of the actual event.
MUSIC/ENTERTAINMENT:  

BVEC must approve all entertainment Vendors 30 days in advance of the Event Date.  A representative for any entertainment Vendor hired by the Client must meet or coordinate with BVEC at least 21 days prior to the Event Date to review any special electrical, lighting and other requirements.  Set-up may begin in accordance with the Event Worksheet.   Any amplified music is subject to volume control at the discretion of BVEC or its Security Staff.  All equipment must be in good condition with no faulty wires.  Equipment will be inspected upon arrival of non-preferred vendors.

ELECTRICAL REQUIREMENTS:  

Should any entertainer or other Vendors hired by the Client require the use of electrical power in excess of what is reasonable and customary; BVEC reserves the right to assess an electrical usage fee not to exceed $150.00.

RENTAL EQUIPMENT: 

Any rental equipment needed in addition to what BVEC provides, will be coordinated by BVEC or by one of our approved caterers, and billed directly to the client by our selected providers. BVEC will coordinate all rentals directly with the facility including tables, chairs, staging, tents, etc. and the catering company will coordinate all rentals dealing directly with the food service including linens, china, flatware, glassware, etc.

REHEARSALS:
A one hour rehearsal on Monday - Thursday is included in you package.  If a Friday, Saturday or Sunday rehearsal is requested, a rental fee of $1,000.00 will be charged for a two hour rehearsal, this is based on availability providing there is no other event taking place at that time.   
PROPERTY USE AND RULES:  

BVEC is a working buffalo and horse ranch. UNDER NO CIRCUMSTANCES may guest approach the ranch buffalo, ranch horses or other livestock or ranch animals unattended. These animals may not be tame and can be very dangerous. Do not stand next to the fence lines or block traffic taking photos.  DO NOT feed ranch animals. DO NOT open gates or climb on or over fences. Minor children must be under adult supervision at all times and are not allowed to roam the premises unescorted by an adult. The ranch lake and all ponds are off limits to minor children unless supervised by an adult. Absolutely NO SWIMMING OR DIVING allowed in the Ranch Lake or Ponds. Absolutely NO CLIMBING is allowed on fountain/ pool rock structure.
ADDITIONAL SET-UP & BREAKDOWN: 
The Lessee may request additional “set-up” and “breakdown” time (Assuming there is not a conflicting event) for a rate of $200.00 per additional hour requested. If the clients prefers, BVEC’s labor crew can provide this service for an additional charge of $500.00 for set up and break down of the event. A modest cleaning fee (not to exceed $150.00) may be assessed for an event.  
PERFORMANCE:  

The performance of this agreement by either party is excused for acts of God, war, government regulations, disasters, strikes, civil disorder, curtailment of transportation facilities, or any other emergency making it illegal or impossible to provide the facilities or to hold the Event. In the event BVEC is unable to perform under the Agreement for any reason, then Client’s total damages shall be 0 (zero).  
DAMAGE DEPOSIT:  

Client is responsible for all damage to the BVEC facility related to the Event, whether such damage is caused by Client, Client’s guests, Representatives or Vendors. If such damage occurs, Client shall pay BVEC the actual cost to repair the damage, plus a twenty- percent (20%) administrative fee. Client may be assessed a damage deposit, (“Damage Deposit”) as set forth on the Event Worksheet. BVEC may offset the Damage Deposit for any damage incurred, for any additional cleaning cost, or for any other amounts due and owing under the Agreement. If the amount of any damage incurred or other amounts due and owing under the Agreement are in excess of the Damage Deposit, then BVEC shall refund any unused portion of the Damage Deposit to Client within 30 days after the Event. 

THIRD PARTY AGENT:  

If this agreement is to be executed for the Client by a third party agent or planner, Client shall provide BVEC, at the time of execution of the agreement, with a letter identifying the third party and authorizing him/her to act on Clients behalf.

FIREARMS/WEAPONS POLICY:  

Guests are not allowed to bring FIREARMS or LETHAL WEAPONS onto BVEC property.

NON- SMOKING POLICY:  

BVEC maintains a NO SMOKING POLICY for all rooms (including guestrooms, restrooms, and event rooms). Smoking is permitted outside the rooms and cigarette butt cans are located on the outside of the facility in numerous locations. If violations of this policy occur and room sanitizing/deodorizing is required, the cost of such will be charged to the card that is listed on the contract as Security Deposit. (Charges can be up to $500.00 per room) If this is a wedding, the Bridal Party is responsible for their guest’s actions, if each room is individually rented and paid for, then that party is held responsible. If unable to reach that Party then the charges fall to the contracting client.

PET POLICY:   

A non-refundable pet deposit of $25.00 is required for any overnight guest’s pets. No large animals allowed in the hotel overnight. Day visitors bringing pets to the property must keep pets on leash; BVEC is not responsible for any death or injury of a guest pet by ranch animals or any other cause while on BVEC property. Any violation of the pet policy will result in a cleanup charge no greater than $250 dollars ($250). Any damages caused by pets will be charged to room-holder or guest.

COMPLIANCE WITH LAWS:  

Client shall comply with, and shall ensure compliance by its representatives, agents, Vendors, and guests with all federal, state and local laws in connection with the Event.

ENFORCEMENT:  

In the event of any breach of the Agreement by Client, Client shall be liable for all cost of collection, including attorney fees incurred by BVEC.   In the event any party brings a lawsuit seeking enforcement of the Agreement, exclusive jurisdiction and venue shall be in the District of County Court for the City and County of Denton, Texas.

INDEMNIFICATION:   

Client shall indemnify, hold harmless and defend BVEC from liability, costs or defense costs relating to any claims asserted against BVEC in connection with the Event.

NON-PROFIT & NOT-FOR-PROFIT POLICIES: 

Non-Profit and Not-for-Profit organizations will be given a 25 percent facility rental discount (on events Sunday- Thursday only) based on the following provisions:

1.  The organization is expected to meet or exceed a negotiated beverage requirement.

2.  The organization is required to pay BVEC a $500.00 non-refundable retainer fee

3.  The organization must provide business-related certificates and tax exempt forms

MARKETING & PRINTED MATERIALS:

BVEC exclusively maintains all rights to the use of its logo, name and address in relation to all marketing and printed materials. Any and all such materials must be approved in advance by BVEC and if not approved may be subject to legal action.

BVEC reserves the right to photograph any and all events and persons on said property, for advertising purposes including but not limited to website, magazine, newspaper, television, etc.  

2008 FACILITY & CATERING RATES
EVENING RATES
Building access begins at 5:00 P.M. and ends at 12:00 midnight (7 hrs) 150 person minimum                       

	Monday- Thursday    
	$39.95 per head

	Friday                         
	$44.95 per head

	Saturday                     
	$49.95 per head

	Sunday                        
	$44.95 per head


                                                               DAY RATE
Building access begins at 9:00 A.M. and ends at 2:00 P.M. (5 hrs)
	Monday – Thursday
	$30.95 per head

	Friday
	$34.95 per head

	Saturday
	$34.95 per head

	Sunday
	$34.95 per head


FULL DAY RATES

Building access begins at 9:00 A.M. and ends at 12:00 midnight (15 hrs)
	Monday-Thursday
	$55.00 per head

	Friday Day
	$75.00 per head

	Saturday
	$85.00 per head

	Sunday

evening only
	 $60.00 per head        




SEASONAL RATES

(November 29- December 31)
	Monday - Thursday
	$39.95 per head

	Friday Day
	$49.95 per head

	Friday Evening
	$59.95 per head 

	Friday Full Day Buy Out
	$85.00 per head

	Saturday Days
	$69.95 per head 

	Saturday Evenings
	$79.95 per head 

	Saturday Full Day Buy Out
	$80.00 per head 

	Sunday
	$45.95 per head


HOLIDAY RATES
	New Years Eve
	$80.00 per head

	Valentine’s Day
	$60.00 per head

	Memorial Day
	$70.00 per head

	July 4th
	$60.00 per head

	Labor Day
	$60.00 per head


Note: Rates are inclusive of all set up, event and break down time.  Includes up to 35 tables, 350 chairs, linens, china, flatware, & stemware.                                                 

Gazebo/Courtyard Rental (for ceremony)    
$1200.00
Indoor Wedding Ceremony (small stage)        $1200.00
BAR SERVICE INFORMATION & POLICIES

Meritt Beverages, LLC holds the liquor license for the BVEC facility. Texas State Law prohibits any party other than BVEC from bringing alcoholic beverages on to the premises or removing alcoholic beverages from the facility. All alcoholic beverages must be purchased through BVEC and all alcoholic beverage service must be arranged directly with BVEC.  BVEC staff reserves the right to refuse alcohol service to anyone who appears intoxicated or appears under legal drinking age without proper identification.  Bar packages can be tailored to the client’s specific needs or budget. We have the ability to customize the brands of the spirits, wines and beers to the client’s needs. For example, we can work with a set budget (for an open bar) or provide a cash bar (beverages are purchased by the guest). Another example of tailoring your bar service is for the event coordinator to inform the client of when they are nearing their previously agreed to bar budget. Once the client has been notified, then the client can determine if they would like to continue to provide an “open bar” or if it would be appropriate to change to a “cash” bar.  Once agreed upon, a Contract Addendum will be provided for signature outlining your Beverage Package.  Absolutely - No outside alcohol can be brought onto the property or in to the facility.

The following provides a general outline highlighting bar information and policies:

· Glassware may be used for parties at or below 200 guests; plastic glass and stemware may be used for parties with guest counts over 200. Glassware can be provided for parties over 200 with a small charge to accommodate for bar-backs/dishwashers and other glass rentals, etc. Plastic ware is used for all alcohol service unless prearranged to use glassware.
· All bar and alcohol service must be provided by BVEC. Caterers may assist in returning glassware (busing tables) from the tables, but are not allowed to serve alcohol at any time. In some instances, catering staff (if pre-arranged) are allowed to do wine service at dinner. Glassware for this option must be ordered for this event.

· All bar staff are hired through BVEC. Bar Backs are required for all events that have a bar available at $125.00 for a four-hour period. Additional time will be billed at $30.00 /hr/bar back. Bartenders can accommodate approximately 75 guests per bartender. Bartenders are provided at $150.00 for a four-hour period. If required by BVEC or requested by the client, a cocktail waiter/ waitress will be provided. A charge will be assessed to the final bill.  All bartenders are TABC certified.

· BVEC reserves the right to assess a minimum beverage/liquor charge for an event. BVEC has a graduated minimum beverage charge requirement. This requirement is pre-tax (6.25%) and service fee (18%), 
Policies are subject to change without notice.

Beverage Packages
	Package #1
Draft Beer, House Wine, Margaritas

$16.00 per person

Package #2

Draft Beer,  House Wine, Margaritas, Well Brands 

$18.00 per person

Package #3

Draft Beer,  House Wine, Margaritas and Call Brands

$20.00 per person

Package #4

Draft Beer,  House Wine, Margaritas, and Domestic

Premium Brands
$22.00 per person




The information presented below lists prices associated with Host bar packages and general prices associated with Cash bar options. BVC will make every effort possible to provide special beverages and wines upon your request.


LIQUOR

Premium Brands               $7.00                                                                        

Call Brands                       $6.00

Well Brands                      $4.50

Martini                              $6.00-$9.50

Cognac-Brandy                 $6.50

Liqueur Specialty              $5.50

Margaritas                         $5.25

BEER

Imported Beer (draft)       $5.25

Beer (draft)                       $4.00

Wine                                 $4.50

Domestic Bottle Beer       $4.50

Imported Bottle Beer        $5.50

SOFT DRINKS

Soft Drinks                       $1.50

Bottled Water                   $2.00

Juice                                 $3.00

Please note: The Package Price includes bar service for a four-hour period. A bartender fee of $150.00per bartender will be assessed for a four -hour event if there are less than 150 guests.  (18%) will be added to all hosted beverage charges.
CHANGES, ADDITIONS, MODIFICATIONS:  
This is the entire agreement between parties, and the agreement cannot be changed or amended except by written amendment signed by both parties.
ACCEPTANCE:  
Upon execution by both parties and the authorized representative of Meritt Buffalo Events, LLC (Buffalo Valley Event Center), this Agreement constitutes a binding contract between BVEC and the Client.  The individuals signing below represent that each is authorized to bind his or her party to the Agreement.

Client:
________________________________
For: 
Buffalo Valley Event Center 

Name:
_______________________________
Name: ____________________________

Title:
_______________________________
Title _____________________________

Signature: _______________________________
Signature: _________________________

Date:
______________________________
Date: _____________________________

*Not valid unless signed by the Director of Sales or Operations, of Meritt Buffalo Events, LLC and Buffalo Valley Event Center.
______________________________________________Date ___________________

*Julie Pantelopoulos
HOUSE WINES (per bottle)


 Chardonnay        	   $18.00


White Zinfandel                  $18.00


Merlot		                 $18.00





**PLEASE NOTE, above wine price are �“Dinner Service” prices only and do not include these wines being poured at the bar, nor toward a Beverage Sales Minimum
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