CORPORATE EVENT SPACE RESERVATION LETTER

[DATE]

[REQUESTING COMPANY NAME]

[REQUESTING COMPANY ADDRESS]

[REQUESTING COMPANY CITY, STATE ZIP]

Attention: [CONTACT NAME], [CONTACT TITLE]

[EVENT SPACE PROVIDER NAME]

[EVENT SPACE PROVIDER ADDRESS]

[EVENT SPACE PROVIDER CITY, STATE ZIP]

RE: RESERVATION OF CORPORATE EVENT SPACE

Dear [EVENT SPACE PROVIDER CONTACT NAME]:

This letter constitutes a formal reservation request for the use of corporate event space described below, subject to the terms and conditions set forth herein.

1. PARTIES AND CONTACT INFORMATION

1.1 Requesting Party: [REQUESTING COMPANY NAME], with its principal place of business at [REQUESTING COMPANY ADDRESS].

1.2 Requesting Party Contact: [CONTACT NAME], [CONTACT TITLE], telephone [CONTACT PHONE], email [CONTACT EMAIL].

1.3 Event Space Provider: [EVENT SPACE PROVIDER NAME], with its principal place of business at [EVENT SPACE PROVIDER ADDRESS].

1.4 Event Space Provider Contact: [EVENT SPACE PROVIDER CONTACT NAME], [EVENT SPACE PROVIDER CONTACT TITLE], telephone [EVENT SPACE PROVIDER PHONE], email [EVENT SPACE PROVIDER EMAIL].

2. EVENT DETAILS

2.1 Event Name: [EVENT NAME].

2.2 Event Type: [EVENT TYPE].

2.3 Event Date(s): [EVENT START DATE] through [EVENT END DATE].

2.4 Event Start Time: [EVENT START TIME].

2.5 Event End Time: [EVENT END TIME].

2.6 Setup Time: [SETUP START TIME] to [SETUP END TIME].

2.7 Breakdown and Cleanup Time: [BREAKDOWN START TIME] to [BREAKDOWN END TIME].

2.8 Expected Number of Attendees: [EXPECTED ATTENDEE COUNT].

2.9 Maximum Permitted Attendee Count: [MAXIMUM ATTENDEE COUNT].

3. RESERVED SPACE AND FACILITIES

3.1 Reserved Space: [DESCRIPTION OF RESERVED SPACE, INCLUDING ROOM NAME OR AREA].

3.2 Square Footage: [SQUARE FOOTAGE].

3.3 Included Furniture and Equipment: [LIST OF INCLUDED FURNITURE AND EQUIPMENT].

3.4 Additional Equipment Requested: [LIST OF ADDITIONAL EQUIPMENT].

3.5 Catering Services: [CATERING ARRANGEMENTS, INCLUDING WHETHER IN-HOUSE OR EXTERNAL CATERING IS PERMITTED].

3.6 Audio-Visual Services: [AUDIO-VISUAL ARRANGEMENTS].

3.7 Parking and Access: [PARKING AND ACCESS ARRANGEMENTS].

3.8 Accessibility Requirements: [ACCESSIBILITY REQUIREMENTS].

4. RESERVATION FEE AND PAYMENT TERMS

4.1 Space Rental Fee: [SPACE RENTAL FEE].

4.2 Additional Charges: [DESCRIPTION AND AMOUNT OF ADDITIONAL CHARGES].

4.3 Total Estimated Charges: [TOTAL ESTIMATED CHARGES].

4.4 Reservation Deposit: [DEPOSIT AMOUNT], due on [DEPOSIT DUE DATE].

4.5 Balance Due Date: [BALANCE DUE DATE].

4.6 Payment Method: [PAYMENT METHOD].

4.7 Late Payment Terms: [LATE PAYMENT TERMS].

4.8 Taxes and Service Charges: [APPLICABLE TAXES AND SERVICE CHARGES].

5. CANCELLATION AND RESCHEDULING

5.1 Cancellation by Requesting Party: [CANCELLATION NOTICE PERIOD AND REFUND TERMS].

5.2 Cancellation by Event Space Provider: [PROVIDER CANCELLATION TERMS AND REMEDIES].

5.3 Rescheduling: [RESCHEDULING TERMS AND ANY FEES].

5.4 Force Majeure: [FORCE MAJEURE PROVISIONS].

6. SECURITY DEPOSIT AND DAMAGES

6.1 Security Deposit: [SECURITY DEPOSIT AMOUNT], due on [SECURITY DEPOSIT DUE DATE].

6.2 Return of Security Deposit: [CONDITIONS AND TIMELINE FOR RETURN OF SECURITY DEPOSIT].

6.3 Damage Responsibility: [REQUESTING PARTY RESPONSIBILITY FOR DAMAGES].

6.4 Repair and Restoration: [REPAIR AND RESTORATION OBLIGATIONS].

7. INSURANCE AND LIABILITY

7.1 Insurance Coverage Required: [REQUIRED INSURANCE COVERAGE AND LIMITS].

7.2 Certificate of Insurance Due Date: [CERTIFICATE OF INSURANCE DUE DATE].

7.3 Indemnification: [INDEMNIFICATION TERMS].

7.4 Limitation of Liability: [LIMITATION OF LIABILITY TERMS].

7.5 Waiver of Subrogation: [WAIVER OF SUBROGATION TERMS].

8. RULES AND REGULATIONS

8.1 Compliance with Provider Rules: [REFERENCE TO PROVIDER RULES AND REGULATIONS].

8.2 Noise and Conduct Restrictions: [NOISE AND CONDUCT RESTRICTIONS].

8.3 Alcohol Policy: [ALCOHOL POLICY].

8.4 Smoking Policy: [SMOKING POLICY].

8.5 Decorations and Signage: [DECORATION AND SIGNAGE RULES].

8.6 Fire and Safety Regulations: [FIRE AND SAFETY REQUIREMENTS].

8.7 Vendor and Contractor Access: [VENDOR AND CONTRACTOR ACCESS RULES].

9. EVENT SPACE PROVIDER OBLIGATIONS

9.1 Space Preparation: [PROVIDER PREPARATION OBLIGATIONS].

9.2 Staffing and Services: [PROVIDER STAFFING AND SERVICE OBLIGATIONS].

9.3 Maintenance and Utilities: [MAINTENANCE AND UTILITY OBLIGATIONS].

9.4 Access to Premises: [ACCESS TERMS].

10. REQUESTING PARTY OBLIGATIONS

10.1 Setup and Breakdown: [SETUP AND BREAKDOWN OBLIGATIONS].

10.2 Cleanup: [CLEANUP OBLIGATIONS].

10.3 Removal of Property: [PROPERTY REMOVAL TERMS].

10.4 Compliance with Laws: [COMPLIANCE WITH APPLICABLE LAWS].

11. GENERAL PROVISIONS

11.1 Entire Agreement: This letter, together with any attached addenda, constitutes the entire agreement between the parties regarding the reservation and supersedes all prior discussions and understandings.

11.2 Amendments: Any amendment to this reservation must be made in writing and signed by both parties.

11.3 Governing Law: This reservation shall be governed by the laws of the State of [GOVERNING LAW STATE].

11.4 Notices: All notices shall be in writing and delivered to the addresses set forth in Section 1.

11.5 Assignment: Neither party may assign this reservation without the prior written consent of the other party.

11.6 Severability: If any provision of this reservation is held invalid or unenforceable, the remaining provisions shall remain in full force and effect.

11.7 Counterparts: This reservation may be executed in counterparts, each of which shall be deemed an original.

12. ACCEPTANCE AND SIGNATURES

12.1 Requesting Party Acceptance: By signing below, the Requesting Party confirms the accuracy of the event details and agrees to the terms and conditions set forth in this letter.

12.2 Event Space Provider Acceptance: By signing below, the Event Space Provider confirms availability of the reserved space and agrees to the terms and conditions set forth in this letter.

REQUESTING PARTY:

[REQUESTING COMPANY NAME]

By: ________________________________

Name: [AUTHORIZED SIGNATORY NAME]

Title: [AUTHORIZED SIGNATORY TITLE]

Date: [SIGNATURE DATE]

EVENT SPACE PROVIDER:

[EVENT SPACE PROVIDER NAME]

By: ________________________________

Name: [AUTHORIZED SIGNATORY NAME]

Title: [AUTHORIZED SIGNATORY TITLE]

Date: [SIGNATURE DATE]
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