RESTAURANT PRIVATE DINING RESERVATION LETTER

[DATE]

[GUEST FULL NAME]
[GUEST STREET ADDRESS]
[GUEST CITY, STATE ZIP]
[GUEST PHONE NUMBER]
[GUEST EMAIL ADDRESS]

[VENUE NAME]
[VENUE STREET ADDRESS]
[VENUE CITY, STATE ZIP]
[VENUE PHONE NUMBER]
[VENUE EMAIL ADDRESS]
ATTN: [EVENTS MANAGER NAME]

RE: PRIVATE DINING RESERVATION CONFIRMATION

Dear [EVENTS MANAGER NAME]:

This letter confirms the private dining reservation described below and sets forth the terms and conditions agreed to by the undersigned guest and the venue.

1. GUEST INFORMATION

1.1 Guest Name: [GUEST FULL NAME]

1.2 Guest Organization (if applicable): [ORGANIZATION NAME]

1.3 Guest Billing Address: [BILLING STREET ADDRESS]

1.4 Guest Billing City, State ZIP: [BILLING CITY, STATE ZIP]

1.5 Guest Phone Number: [GUEST PHONE NUMBER]

1.6 Guest Email Address: [GUEST EMAIL ADDRESS]

1.7 On-Site Contact Name and Phone: [ON-SITE CONTACT NAME AND PHONE]

2. EVENT DETAILS

2.1 Event Type: [EVENT TYPE, E.G., BIRTHDAY DINNER, CORPORATE RECEPTION]

2.2 Event Date: [EVENT DATE]

2.3 Event Start Time: [EVENT START TIME]

2.4 Event End Time: [EVENT END TIME]

2.5 Private Dining Room Name: [PRIVATE DINING ROOM NAME]

2.6 Guest Arrival Time: [GUEST ARRIVAL TIME]

2.7 Expected Number of Guests: [NUMBER OF GUESTS]

2.8 Maximum Room Capacity: [MAXIMUM ROOM CAPACITY]

2.9 Final Guest Count Due Date: [FINAL GUEST COUNT DUE DATE]

3. MENU AND BEVERAGE SELECTIONS

3.1 Menu Package Selected: [MENU PACKAGE NAME]

3.2 Per-Person Menu Price: [PER-PERSON MENU PRICE]

3.3 Beverage Package Selected: [BEVERAGE PACKAGE NAME]

3.4 Per-Person Beverage Price: [PER-PERSON BEVERAGE PRICE]

3.5 Dietary Restrictions and Allergies: [DIETARY RESTRICTIONS AND ALLERGIES]

3.6 Special Menu Requests: [SPECIAL MENU REQUESTS]

3.7 Cake or Dessert Arrangements: [CAKE OR DESSERT ARRANGEMENTS]

3.8 Corkage Fee (if applicable): [CORKAGE FEE]

4. ROOM SETUP AND SERVICES

4.1 Seating Arrangement: [SEATING ARRANGEMENT]

4.2 Table Configuration: [TABLE CONFIGURATION]

4.3 Audio/Visual Equipment Requested: [AV EQUIPMENT REQUESTED]

4.4 Decorations Permitted: [DECORATIONS PERMITTED]

4.5 Setup Access Time: [SETUP ACCESS TIME]

4.6 Service Style: [SERVICE STYLE, E.G., PLATED, BUFFET, FAMILY STYLE]

4.7 Staffing or Service Charge: [STAFFING OR SERVICE CHARGE]

5. DEPOSIT AND PAYMENT TERMS

5.1 Reservation Deposit Amount: [DEPOSIT AMOUNT]

5.2 Deposit Due Date: [DEPOSIT DUE DATE]

5.3 Payment Method: [PAYMENT METHOD]

5.4 Balance Due Date: [BALANCE DUE DATE]

5.5 Estimated Total Cost: [ESTIMATED TOTAL COST]

5.6 Applicable Taxes: [APPLICABLE TAXES]

5.7 Mandatory Gratuity: [MANDATORY GRATUITY]

5.8 Accepted Payment Forms: [ACCEPTED PAYMENT FORMS]

5.9 Billing Contact Name and Phone: [BILLING CONTACT NAME AND PHONE]

6. CANCELLATION AND RESCHEDULING POLICY

6.1 Cancellation Notice Period: [CANCELLATION NOTICE PERIOD]

6.2 Deposit Refund Terms: [DEPOSIT REFUND TERMS]

6.3 Late Cancellation Charge: [LATE CANCELLATION CHARGE]

6.4 Rescheduling Terms: [RESCHEDULING TERMS]

6.5 No-Show Policy: [NO-SHOW POLICY]

6.6 Force Majeure Terms: [FORCE MAJEURE TERMS]

7. GUEST COUNT AND MINIMUM SPEND

7.1 Minimum Guest Count: [MINIMUM GUEST COUNT]

7.2 Minimum Spend Requirement: [MINIMUM SPEND REQUIREMENT]

7.3 Charge for Guests Below Minimum: [CHARGE FOR GUESTS BELOW MINIMUM]

7.4 Reduction in Guest Count Deadline: [REDUCTION IN GUEST COUNT DEADLINE]

8. HOUSE RULES AND VENUE POLICIES

8.1 Outside Food and Beverage Policy: [OUTSIDE FOOD AND BEVERAGE POLICY]

8.2 Alcohol Service Policy: [ALCOHOL SERVICE POLICY]

8.3 Age Restrictions: [AGE RESTRICTIONS]

8.4 Noise and Music Restrictions: [NOISE AND MUSIC RESTRICTIONS]

8.5 Smoking Policy: [SMOKING POLICY]

8.6 Photography and Recording Policy: [PHOTOGRAPHY AND RECORDING POLICY]

8.7 Damage and Cleaning Charges: [DAMAGE AND CLEANING CHARGES]

8.8 Lost or Stolen Property Disclaimer: [LOST OR STOLEN PROPERTY DISCLAIMER]

8.9 Parking Arrangements: [PARKING ARRANGEMENTS]

9. LIABILITY AND INDEMNIFICATION

9.1 Guest Responsibility for Attendees: [GUEST RESPONSIBILITY FOR ATTENDEES]

9.2 Venue Liability Limitations: [VENUE LIABILITY LIMITATIONS]

9.3 Indemnification by Guest: [INDEMNIFICATION BY GUEST]

9.4 Insurance Requirements (if applicable): [INSURANCE REQUIREMENTS]

10. GENERAL PROVISIONS

10.1 Governing Law: [GOVERNING LAW]

10.2 Entire Agreement: [ENTIRE AGREEMENT STATEMENT]

10.3 Amendments: [AMENDMENT REQUIREMENTS]

10.4 Severability: [SEVERABILITY STATEMENT]

10.5 Notices: [NOTICE ADDRESSES AND METHODS]

10.6 Signature Authority: [SIGNATURE AUTHORITY]

11. SIGNATURES

11.1 Guest Signature: ______________________________

11.2 Guest Printed Name: [GUEST FULL NAME]

11.3 Date Signed: [DATE SIGNED]

11.4 Venue Representative Signature: ______________________________

11.5 Venue Representative Printed Name: [VENUE REPRESENTATIVE NAME]

11.6 Date Signed: [DATE SIGNED]

11.7 Venue Title: [VENUE REPRESENTATIVE TITLE]

ACKNOWLEDGMENT

By signing above, the guest acknowledges receipt of this reservation letter, confirms the accuracy of the event details, and agrees to the deposit, payment, cancellation, and house rules stated herein.
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