MOUNTAIN  SPRINGS  LODGE  AND  CONFERENCE  CENTER

Event Policies

Mountain Springs Lodge appreciates your business and will make every effort to assure the success of your event. Adherence to the following policies and procedures is important as you plan your event.

RESERVATIONS:

* When a reservation is made, a contract will be sent to you. Your space reservation is not considered final until the contract is signed and returned to the Lodge. The details of your event will be finalized prior to your event and a detailed catering (if applicable) contract will be issued at this time.

* Meeting space is assigned according to the number of guests expected.

* A lodging minimum of two nights stay is required on weekends and three nights stay on holidays.

* Overnight guests may check in at 3:00 PM and check out is 11:00 AM.

* There will be a fee associated with early check in or late check out in the event that Mountain Springs Lodge is able to                    accommodate such a request.

GUARANTEE:

* A final guarantee for the attendance at all food functions is due no later than ten (10) business days prior to the scheduled function. Guarantees are not subject to reduction. A 5% overage will be anticipated and every effort will be made to accommodate your guests should your numbers increase.

* If no number is given, the number on the original contract will be used as your final guarantee.

* Financial responsibility will be for the guarantee or the actual number of guests served, whichever is greater.

DEPOSITS:

* A deposit is required for all lodging and event space reservations.  The lodging deposit for cabin, suite, house or guest room       is one-half (1/2) of the base rate plus tax for all days of use excluding select holidays when the deposit is the full base rate   plus tax for all days of use.  

* The deposit for the Ponderosa Lodge, Pines Lodge, Cornerstone Lodge, grounds or barn is the base rate plus tax for each     day of use. 

* One night stays in all facilities require a deposit of the full base rate plus tax.          

* To reserve a facility for a group event, a non-refundable deposit of the base rate plus tax for each event is required.

* A deposit is required for all catering, activities and meeting functions unless prior credit has been established. This deposit will be one half (1/2) of the anticipated charge due upon the signing of the catering contract. The remaining balance must be guaranteed by a pre-approved credit card and paid in full at the end of the function, unless pre-approved credit has been established.

* A $10.00 per guest charge will be assessed for non-overnight guests visiting for the day/evening.

CANCELLATION POLICY:

* Any cancellation for catering made less than thirty (30) days prior to your event will result in a cancellation fee of 25% of the anticipated food and beverage revenue as stated in your contracts. Cancellation within seventy-two (72) hours of the event will result in the full cost of the event being charged.

* Lodging cancellation is thirty (30) days for all off site lodging facilities (except Cornerstone), on site cabins, and suites minus a 5% processing fee. No refunds if cancellation is made less than thirty (30) days from arrival. Cancellation on longer stays may require a longer cancellation requirement.

* No cancellations will be accepted for special day use events or lodging in The Ponderosa Lodge, Pines Lodge, Beaver Creek Lodge, Log Cabin, Beaver Creek Barn or Cornerstone and no refunds will be made if you cannot use your reservation.  However, if lodging in Ponderosa, Pines, Cornerstone, BCL, Log Cabin or Barn is rebooked for the days reserved, you will receive 95% of your deposit back.

* Base Rates will be charged in full for all dates reserved should the contracting party depart before the end of the reservation.
CATERING & FUNCTIONS:

* Mountain Springs Lodge will provide all catering services. Use of outside caterers on the premises requires the written approval on the contract and is subject to service charges.

* We request no food supplied by the Lodge be removed from the premises due to liability.

* Alcohol is restricted to beer, wine and champagne. The event host must post a banquet permit at the function, provide a copy to the Lodge, and retain a certified server to serve the alcoholic beverages.  If the group is providing alcohol, we require a certified server. On arrival the certified server will be required to present their current certification status. 

* Under no circumstances will a minor under the age of 21 years be allowed to consume alcohol.
* Music must conform to reasonable noise levels as determined by Mountain Springs Lodge, and must be quiet by 10:00 PM.

* Facility rental charge is for a period of 5 hours, unless other arrangements are made in advance and included on the contract. Additional time will result in additional charges.

* Additional fees of $15.00 per hour, per staff person with a minimum of 2 hours per person, may be charged if additional service, set-up and break​down is requested and approved by the person in charge of the group. These fees will be added to the bill.

* For special events a $20 per guest fee will be charged which covers all tables, chairs, linens, china, stemware and buffet servers.

* Mountain Springs Lodge must cater one meal per day per stay in the months of May, June, July, August, and September for groups larger than 75.  For smaller numbers Mountain Springs Lodge must cater all meals during those months. 

RV SPACE:

* A limited number of RV’s or tents will be allowed at designated locations with prior contracted approval by the Lodge.

* Occupants of the RV’s or tents will be charged at the rate charged for additional guests (see rate brochure for current charges).

* RV utility hook-ups are not available at the Lodge.

PACKAGES:

* All packages delivered to the Lodge for your event should be clearly marked with the name of your group and the date of your function. Please notify the Lodge prior to sending these packages due to limited storage and security.

FACILITIES:

* No pets are permitted on the property.  Those in charge of scheduling the event are solely responsible for communicating this policy to dog/pet owners.  If guests happen to bring their animal to Mountain Springs Lodge there will be a $25/day fee charged to the event organizer.  If the animal enters a building, there will be an additional fee of $100.00 charged to the event organizer for the cost of the intense cleaning that must take place.

* Quiet hours are between 10:00 PM and 8:00 AM.

* Mountain Springs Lodge has a strict non-smoking policy.  Absolutely no smoking is permitted inside any building.  Smoking is only permitted on the decks and the ash receptacles must be used.  If smoking is detected inside there will be an additional cleaning fee of $300.00 plus damage costs.

* Dancing on wood floors is prohibited.  However, a dance floor may be rented for the great room area placed on top of the carpet only, or outside on the lawn.

DAMAGE:

* The contracting party will be responsible for all damages to the buildings, furnishings and property including but not limited to doors, windows, stereo equipment, carpets etc.

BILLING AND PAYMENT:

* All charges are subject to state sales tax and an eighteen (18) percent gratuity will be added to food functions and group activities.

* The contracting party is responsible for payment of the bill upon receipt of the invoice or prior to checkout.

* Accounts over thirty (30) days old will be charged a finance fee of one and one half (1.5) percent per month or the maximum allowed by law. If collection procedures become necessary, you will be responsible for costs and reasonable attorney fees.

I, the undersigned, have read and fully understand the conditions listed above and agree to comply with all provisions.

Signature of Responsible party:                                                                                            Date:


Print Name:                                                                                      Title: 
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