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EXHIBIT B

EVENT SCHEDULE 
FOR MEETING SPACE, FOOD & BEVERAGE,
EQUIPMENT RENTAL AND ANCILLARY ACTIVITIES
This Schedule describes the meeting space, food & beverage, equipment rental, and ancillary service arrangements, and applicable charges, for an Event being held at the Hotel, under the terms of the Preferred Hotel Master Group Agreement between the Hotel and the University of Chicago (the “Agreement”). The contents of this Schedule are for the sole purpose of defining the meeting space, food & beverage, equipment rental and any ancillary service arrangements, and applicable charges, related to the identified Event.  This Schedule may not alter any provision of the Agreement, including those provisions relating to liability, indemnification or insurance.  In the event of any conflict between this Schedule and the terms of the Agreement, the Agreement shall control. Capitalized terms not otherwise defined in this Schedule shall have the meanings assigned to them in the Agreement.

Instructions for Use:  The University of Chicago Department (“Department”) selects the Hotel for an Event.  Department contacts the Hotel to request Meeting Space, Food & Beverage pricing and any other applicable ancillary arrangement.  Department completes Sections 2, 3, and 12.a., 14 and submits to Hotel.  Hotel completes Section 1, 6, 9, 11, 12.b, 13, 14, and signs and returns the Schedule to Department.  Department reviews submitted Schedule and if agreeable, accepts by signature and returns to Hotel. All activity is to occur within the time frame stated in Section 5 below.
1. HOTEL INFORMATION

	Hotel Name:
	

	Sales Manager:
	

	Title:
	

	Phone:
	

	Fax:
	

	Email:
	


2. UNIVERSITY OF CHICAGO DEPARTMENT OR AFFILIATE CONTACT INFORMATION
	Department Contact:
	

	Title:
	

	 Organization:
	The University of Chicago

	Department Name and Department Number
	

	Department  Exec Level Two-Digit Code
	

	Address:
	

	City, State, Zip:
	

	Phone:
	

	Fax:
	

	Email:
	


3. EVENT INFORMATION
	Name of Event:
	

	Official Event Dates:
	


4. EVENT REQUIREMENTS 
Hotel agrees that it will provide and Department agrees that it will be responsible for utilizing the services set forth below.

5. SPACE ALLOCATIONS
The Hotel agrees to hold the space listed in this Schedule on a tentative basis for twenty-one (21) days from the initial request.  If this Schedule is not fully executed by the Department and Hotel within twenty-one (21) days, the Hotel will release the space and the Department and Hotel shall have no further obligations under this Schedule.  If an alternate request from a third party is received, the Hotel will notify the Department and the Department will have 48 hours from the Hotel’s notification to return the executed Schedule.

6. MEETING / EVENT SPACE

	Date
	Start Time
	End Time
	Function
	Room (Name and Floor)
	Setup
	Maximum # Attendees
	Room Rental Fee (If Applicable)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Appropriate space will be assigned to suit the specific requirements of Department’s Event.  The Hotel reserves the right to waive room rental charges.

7. EVENT GUARANTEE

Department will be allowed to revise the Meeting / Event Space table at any point at least fourteen (14) days prior to the Event.  Revisions provided in writing on or before such date will be considered the Event guarantee (“Event Guarantee”).  If revisions are not received by the due date, the figures in the above table will be used for the Event Guarantee.
8. FOOD AND BEVERAGE 
All details of the food and beverages to be served and service charges shall be set forth on a separate document menu and arrangements proposal which is made a part hereof.  All food and beverage pricing will be confirmed and guaranteed at time of Schedule signature.

The Hotel will provide Food and Beverage Function orders detailing menu selections, pricing and meeting room set up sixty (60) days prior to the Event. Department will provide written confirmation to Hotel, fourteen (14) days prior to the Event, of specific menu selections and prices, meeting room set up requirements, and any other arrangements. 
The Hotel reserves the right to cease service of alcoholic beverages in the event that persons under the state mandated age limit are present and attempt to receive service of alcoholic beverages.  Hotel further reserves the right to deny alcoholic beverage service to guests who appear to be intoxicated.
9. FOOD AND BEVERAGE MENU

All menus need to be confirmed directly with Hotel Group Coordinator no later than two weeks prior to the Event.
Menu confirmation Due Date: <Date>
10. FOOD AND BEVERAGE MINIMUM AND ROOM RENTAL CHARGES

The Food and Beverage Minimum and Room Rental Charges for the Event have been established in the Agreement.  The Hotel and/or Department have the ability to decrease the “minimum charge” based on the entire Event revenue.  By no means may the Hotel establish the Food and Beverage Minimum and Room Rental Charges greater than the “minimum charge” included on the Master “Agreement” (Sections 9, and 10).

All food and beverage prices are non-taxable The Minimum Food and Beverage Charge for this Event is: $<Price>
11. ANCILLARY ACTIVITIES

Insert applicable information regarding: ACTIVITY, DATE, TIME, COST, and PARTY RESPONSIBLE FOR PAYMENT. Audio Visual pricing is subject to non-taxable.

12. BILLING INFORMATION

a. Department to select type of billing method

b. Hotel to complete schedule amounts and dates
(  ) The Hotel will establish a Master Account for the Department provided the Credit Application provided hereof is completed by the Department and approved by the Hotel.  If approved, the Department will be billed directly with the terms of payment noted on the account.

(   ) A deposit is requested of the Department based on the following schedule:

	Payment
	Amount
	Due Date

	1st Deposit
	<$Amount>
	Date

	2nd Deposit
	<$Amount>
	Date

	3rd Deposit
	<$Amount>
	Date

	4th Deposit
	<$Amount>
	Date


This amount is required to reserve the space and will be credited toward the total cost of the Event.  A final account will be remitted at the completion of the Event and is payable upon receipt.

13. EQUIPMENT / SUPPLIES RENTAL
	Equipment / Supplies
	Quantity
	Date(s) Needed
	Fee

	
	
	
	

	
	
	
	

	
	
	
	


14. SIGNATURE
This Schedule, with any exhibits attached, is hereby incorporated into the Agreement and together with the Agreement, constitutes the entire agreement between the parties with respect to the Event, and may not be amended or changed unless done so in writing signed by the University, through its Procurement and Payment Services office, and the Hotel.  The undersigned represent that they are the identified departmental representative to sign and enter into this Schedule.

AGREED TO:

HOTEL





THE UNIVERSITY OF CHICAGO DEPARTMENT
	
	
	

	(Signature)
	
	(Signature)

	
	
	

	(Printed Name)
	
	(Printed Name)

	
	
	

	(Title)
	
	(Title)

	
	
	

	(Date)
	
	(Date)
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