Grand Meridian 

Function Policies

May, 2009
Guarantee:

For all banquet functions, the expected number of guests must be specified 30 days in advance of the scheduled event, with a final number one week in advance.  This final number will be considered a guarantee, which is not subject to reduction. If a guarantee number is not received by the specified date, the expected number specified 30 days in advance, will be the guaranteed number and charges will be made accordingly. Additional attendees will be charged on a per person basis.

Deposit: / Down Payment:

A non-refundable deposit in the amount of $800.00 is required to hold either of our banquet rooms and a $1000.00 non-refundable deposit is required to hold both banquet rooms.  This will be used as a guarantee to hold the rooms and later, as a down payment towards the total cost of the event.  

Payments:

One half of the full estimated charges must be paid 30 days prior to the event.  The balance of the full estimated charge is due one week in advance of the scheduled event. Cash and checks are preferred types of payment however, credit cards are acceptable.
All known additional charges that exceed the deposit amount must be paid in full upon completion of 
the event.  Cash and checks are preferred types of payment however, credit cards are acceptable.

There is a finance charge for any known charges that are not paid prior to the event. The amount of the finance charge is 5% per day until paid in full.  Under Wisconsin State tax law, the total amount of the finance charge is taxable. 
Cash Bar:  

Guests purchase their drinks individually.

Open Bar:  

Guests order drinks of their choice and billing is given to the individual or organization hosting the function.  This tab must be paid by the end of the function.  Cash and checks are preferred types of payment however, credit cards are acceptable.

South Meridian Courtyard Bar:  

There is a fee charged if you choose to use the bar located in the South Meridian Courtyard.  The fee is $94.00 minimum for the first 3 hours, and $22.00 per hour for each additional hour.  

Menu & Beverage Price Guarantee:  

Menu pricing is subject to change and can only be guaranteed 3 months prior to your function.  Beverage pricing can be guaranteed within 7 days of the event.  
Meal Time:
Typically meal schedules are between 4:30PM & 7:00PM.  If there are two weddings going on at the simultaneously, we would like to have them scheduled 30 minutes to an hour apart. This will depend on the type meal you have chosen. There will be an extra charge for meals, (Family Style & Plated) that are scheduled to start later than 7:30.

Late Start Meal Fee:

We realize that your meal may not start on time.  We ask that you be as prompt as possible.  You will be allowed fifteen minutes past your scheduled start time.  After that, $500.00  will charged to your account for each additional fifteen minutes your dinner starts late.   (Please give us extra buffer time regardless of what the invitation says)

Cake Cutting:   

Grand Meridian staff will cut and serve your wedding cake:

· Placed on glass plates,  served individually at dinner  ($125.00) 

· Served on glass plates with tableware, individually, butler style after dinner (before 10:00 PM Only) .($145 plus $2.00  per  person)
If you would like any left over cake from dinner, served later in the evening at the cake table, the charge is $45.00. (Before 10:00 PM Only)
If you choose to cut and serve your own cake:

· Please come prepared with cutting & serving tools; plates, forks, and napkins. 
· If you don’t have these items we will be glad to supply them.  The charges are as follows:  
· Use of our cutting & serving tools….$10.00.   Paper plates….$15.00 per hundred.  Plain white beverage napkins…$5.00 per hundred.   Plastic forks…$10.00 per hundred.   Use of our glass dessert plates…$.25 per plate.  Use of our flatware…$.05 each.       

Sales Tax & Service Charge:

A 17% service charge will be applied to all costs related to your event.  This service charge is taxable by law.  A 5% state sales tax will be added to your account unless we have proof of tax exemption via, tax certificate on file for you.

If using round tables for the family style meal, an additional labor charge of $1.00 per person will be charged.
Additional Surcharges:  

There are certain circumstances that may warrant additional charges.  Please ask the Event Coordinator about these circumstances.
Room Charge
At Grand Meridian there is a room charges, however, food that is purchased is deducted off the room charge.  For Instance; if your wedding is booked on the north side for  a Saturday in June,  the room charge is $2000.00.  If you purchase $1500.00 in food, the room charge is now reduced to $500.00.  The following contains the criteria regarding the room charges.  Room charges are calculated based on food purchases and do not include beverages,  service charge & taxes.  Room charge requirements for all weekend days that fall on a holiday are subject to additional charges.
At the Grand Meridian there are two banquet rooms. The “South Meridian Room” can seat up to 320 guests, (plus the head table), for a Family Style Dinner (rectangular tables), or 200 guests for a Plated Dinner, (round tables).  The “South Meridian Room” has large windows and a sizable Courtyard. There is no extra charge to use the Courtyard during the reception.  A Courtyard bartender can be included for an additional fee.

The “North Meridian Room” can seat 240 guests, (plus the head table), for a Family Style Dinner, (rectangular tables) or 168 guests, (plus the head table), for a Plated Dinner, (round tables).  
The “North & South Meridian Rooms” can be opened to create one large room. (The Grand Meridian Room)

During the months of March – October:

· South Meridian Room:

· Saturday Room Charge
 
$3,500.00
· Friday Room Charge

$3,000.00
· North Meridian Room:

· Saturday Room Charge

$2,000.00
· Friday Room Charge

$1,500.00
· The entire Grand Meridian:
· Saturday Room Charge

$5,000.00
· Friday Room Charge

$4,000.00
During the months of November – February

· South Meridian Room:

· Saturday Room Charge

$3,000.00
· Friday Room Charge

$2,500.00
· North Meridian Room:

· Saturday Room Charge

$1,500.00
· Friday Room Charge

$1,000.00
· The entire Grand Meridian:
· Saturday Room Charge

$4,000.00
· Friday Room Charge

$3,000.00
North Meridian                       South Meridian                      Grand Meridian

Rectangular Tables                 Rectangular Tables                Rectangular Tables

240 + Head table                       320 + Head table                      600 + Head table

Round Tables                           Round Tables                         Round Tables

168 + Head table                       200 + Head table                      375 + Head table  

Cancellation / Scale Down Policy:

When a contract is signed to reserve a room for your function, we guarantee, that the space you require is yours. It is important for you to read and know the following cancellation policy.

In the event of a cancellation, the following fees will be assessed: 

· A cancellation received within 12 months of your function will result in forfeiture of your deposit.

· If one room is reserved, and a cancellation is received within 8 months of your function, $3000.00 will be due at the time of the cancellation. This will be payable in cash or credit card (Visa or MasterCard only). No checks please.
· If both rooms have been reserved and a cancellation is received within 8 months of your function, $4800.00 will be due at the time of the cancellation. This will be payable in cash or credit card (Visa or MasterCard only). No checks please.
· If you reserve both rooms and within 8 months of your wedding, you scale back to just one room, you will be assessed $3,000.00. This will be payable in cash or credit card (Visa or MasterCard only). No checks please.
Room set up fee: 

Our room set up fee for any style table is  $1.50 / person.

Family and Buffet Style Meals are typically served on rectangular tables. Plated Dinners are typically served on round tables.

Our tables can hold 8 guests.  This is the basis we use to figure our set up fee, as well as the basis used to determine the number of staff needed to serve you.  We take the total number of guests and subtract the number of people who will be sitting at the head table. This number is divided by 8, resulting in the number of tables used.  
If you require the use of extra tables, additional charges for food wait staff , and set-up will be assed to your account.   (Example: You choose to seat less than 8 to a table.)

Food & Beverage Regulation:

Under the Wisconsin Administrative Code (DHS & SS196.07) all food consumed at your function must be provided by Grand Meridian.  No food can be provided by outside sources, with the exception of wedding cake and wedding favors. Example; (nuts, mints, etc.).  Grand Meridian staff must prepare all food. 

Because of the insurance liability, any un-used food and beverage, (except wedding cake) belongs to Grand Meridian and is prohibited from leaving the property. 

The staff of Grand Meridian is prohibited from cutting and or serving cake that is not made by an insured, certified baker.

All professionals hired to provide goods and services related to your function must provide proof of insurance.

Wisconsin State Statute 125.36 prohibits beverages to be carried into the facility. Bringing wine or other alcoholic or non alcoholic beverages for guests is prohibited.

This includes alcoholic type favors.

 As a licensee, Grand Meridian is responsible for dispensing all alcoholic beverages by a licensed bartender.  Everyone consuming alcoholic beverages must be of legal drinking age. Grand Meridian has the right to refuse alcohol service to anyone at its sole discretion.  Absolutely no carry outs.

It is illegal to use alcohol for tailgating on Grand Meridian Property. Violators will be prosecuted. 

Special  Foods and Menu Arrangements: 

If there are specific foods that you would like for your function that are not on our general menu, we will be happy to modify your menu items just the way you want it. 

Ceremonies   

The South Meridian Courtyard is available for wedding ceremonies and can accommodate up to 150 guests.  The cost to use the Courtyard for a wedding ceremony is $375.00 and includes set up.  In the event of inclement weather, the ceremony will be move indoors for no additional charge beyond the $375.

Ceremonies that are scheduled ahead of time can be held in the Grand Meridian. (space permitting) The cost for this is $300.00, which includes basic set up.

Decorations and Decorating:

We can put your favors on the table.  The cost is $1.00 per table for favors only.  

To set up center pieces that don’t belong to Grand Meridian, the cost is $4.00 per table.

The gift & cake table set up is complimentary.  If you need other tables i.e.; photo table,  name-tag table the cost to set them up is $10.00 per hour, minimum 2 hours.

Your party may decorate at a time prior to your function.  Schedule this activity with our Event Coordinator. 

Prior to decorating, a liability waiver must be signed by each member of your decorating party.  The waiver holds Grand Meridian harmless if any damage to your equipment or injury to people in your party should occur.

All professionals hired to provide goods and services related to your function must provide proof of liability insurance.

State law requires that all candles be enclosed in glass extending at least ½ inch above the top of the flame.  Small fish bowls work great as long as the candles are well below the top rim.    

No banners or signs may be hung from the ceiling or fixed to the walls without first getting authorization from our Event Coordinator.

Center pieces for the tables must be approved by our Event Coordinator prior to being used.  The use of fish, glitter, rice, confetti, punch-outs, silly string, dried vegetables & legumes or birdseed is prohibited. The use of gum or bubbles, is prohibited. There will be an extra $300.00 minimum  cleaning charge added to your bill if this policy is not followed. 
Decorations and center pieces you provide and wish to keep must be removed by no later than 12:30 AM. There will be a $150.00 charge for any thing that is left behind. 
Grand Meridian is not responsible for any property left behind.
Lobby Decor:

We at the Grand Meridian, strive to make the lobby, as well as the rest of the facility, look a as it does, to give it that special ambiance. 

You can personalize the lobby with your own items however; you are not allowed to remove any Grand Meridian items from the tables, fire place, floor, or the walls.  Grand Meridian staff will be happy to provide a skirted table for you to set up your personal items.        
Entertainment 

Use of pyrotechnics, silly string, glitter, confetti, fog, haze, bubbles, & foam, are strictly prohibited.
We require that your DJ or band be set up prior to the arrival of your guests in order to prevent unnecessary  disruption to your guests.

Audio-Visual Equipment:   

Grand Meridian is equipped with a “State of the Art” screen and projection system.  They are 5500 lumen projectors which produce an image onto a   9’ x 16’ screen.  (DVD Format Only)  The cost to use the projector & screen for a slide show during dinner,  (30 minutes max)  is $200.00.  If you use the system throughout the evening, the cost is an additional  $600.00.  No audio or video equipment can be brought onto the property without consent from our Event Coordinator. 

If you will be doing a slide show, we request that you bring it in at least 3 days prior to the event to make sure it works to your satisfaction.

Beverage Cost Information:

Domestic Beer:
Miller,  Miller Light,  Budweiser,  Budweiser Light,  Etc.

$230.00  Per Half Barrel.   Note:  Free beer starts after dinner..

      Wine: 

$14.95 and up. There are approx. four - 6 oz. servings per bottle.

 

Champagne:
$14.95 and up.  There are five to six - 4 oz. servings per bottle.

N/A Wine or Champaign:
$15.95 and up (same serving sizes)

Complete N/A BAR or No Bar:
Charge is $1000.00 / 100 people

Soda:

$ 150    Per person unlimited, or $1.35 per cup, if counted. 

Kiddy Cocktails:
$ 1.35    Per glass     

Miscellaneous Cost Information:
Linens:


 Included if have color in house – addt’l charge if must order (approx. $1.00/per)                        

Back Drop: 
           
 
$25.00 per 10’ section 
Riser



$45.00 per section (4’ x 8’)               


Center Pieces:   (center pieces include: mirror & unscented 10 hour votive candle.)
Small 
 $3.00  (fish bowl)
   

        
Mdm 
 $5.00
(hurricane)




         
Lrg
 $7.50  (3 tiered with floating candle)

Mirror only

 
 $2.00

Votives cups with candle 
 $.75

White Floral Topiary

 $10.00  In stock color change add  $10.00                           
    

Envelope Cage:

 $10.00  In stock color change add  $10.00


Arch



 $25.00  In stock color change add  $10.00

Light Sconce Swag

 $2.00

Lights /Tulle /Ivy

 $50.00

Wireless Mic:          

 $25.00
Lavaliere Mic: (clip on) 
 $25.00
Bring Limousine into building from alley:
    $300.00    (No Hummers)
   Room & Weather permitting only.  

Close of Business:

All banquet functions must be completed by 12:00 a.m. The doors of the banquet facility will be locked by 12:30 a.m.  The band or DJ must have their equipment removed by no later than 12:30 a.m.

Under certain circumstances we will extend the closing time past 12:00 midnight.  The cost for this is $500.00 per each ½ hour.

Personal Property:

All personal belongings, including gifts and decorations you provided and wish to keep, must be removed by no later than 12:30 a.m.  Arrangements can be made by the providers of the wedding cake to pick up their belongings the following business day. Grand Meridian is not responsible for any property left behind.
Damage & Liability:

Grand Meridian has the right to control and police all functions.  If damages occur to the property of Grand Meridian that is caused by someone attending your function, an estimated amount for such damages must be paid by you in cash or by credit card  (Visa / Master Card only), by the end of your function.  A final bill will be sent to you upon repair of the damages, which include any costs not covered in the estimated payment. You will be responsible for this bill upon receipt.

Un-repairable damage to linens & napkins are your responsibility. You will be charged for any damage that can’t be repaired i.e.  (burn holes, wax, etc).  upon receipt of the bill.  

Grand Meridian is not responsible for personal property brought on the premises.
Policies subject to change without notice.  Changes take precedence.

Grand Meridian


Banquets     .     Conferences     .     Catering


2621 N. Oneida Street  Appleton, WI  54911   920-968-2621  Fax: 920-968-0276


May, 2009





I have read the Grand Meridian Function Policies and by signing below, agree to all terms and conditions as stated in such policies.








Date of Function:_____________________________________	Room:_________________________





Bride & Groom Name::_____________________________________Phone:_______________________





Contact Person (s) ________________________________________Phone:_______________________





Estimated number of guests: ____________________________________________________








Deposit Amount:_____________________________________________________________





Paid by whom:_______________________________________________________________





Address:____________________________________________________________________





Phone:	_____________________________________________________________________





Date:	________________________________








Special Items:	_______________________________________________________________





		_______________________________________________________________





		_______________________________________________________________





		_______________________________________________________________	








   Signature 1.______________________________________________Date:_______________





   Signature 2.______________________________________________Date:_______________





   Grand Meridian Rep. ______________________________________Date:_______________
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