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October 6, 2009
Mr. Charles Dodge

Dodge Family Reunion

2225 Terracewood Ln.

Escondido, CA 92026

Dear Mr. Dodge:

     We are pleased to have placed the following reservation for your event:


Group: Dodge Family Reunion



Event: Dodge Family Reunion     Contract #: 00008124



Day/Date: Saturday, January 23, 2010



Time: 1000 hrs to 1500 hrs



Location:  _Hornet Room



Estimated Attendance: 30 Minimum Guarantee: 20
     We will tentatively hold your reservation until 10/20/09.  To confirm your reservation, return all pages of this letter, a copy of the sponsor's military ID, and a deposit in the amount of $200.00 on or before 10/20/09.  An additional payment of $175.00 is due on or before 12/23/09.  These deposits and payments total 75% of the anticipated balance and are applied to the total cost of your event.  The remaining balance is due four working days before your event (at the time the final guarantee is given).  Please make checks payable to MCCS-MCAS Miramar.  Please note that our prices, services, and programs are not negotiable and are subject to change without notice.
     To ensure that all services requested are provided, we will contact you to complete the contract details four weeks prior to the date of your event.  We require a final guaranteed number of guests four business days prior to your event.  This number becomes the minimum for billing purposes.  If a guarantee is not received four business days before your event, we will use your original estimated attendance as your final guarantee.  Your final guarantee may not fall below the minimum guarantee printed on the top of this letter.   
     The assigned location of your event is based on the original attendance estimate.  Please keep us apprised of fluctuations in the numbers to avoid the need to assess additional fees at the time of the final guarantee.  The Miramar Officers’ Club reserves the right to reassign your room.
     If you cancel your event less than ninety (90) days prior, the deposit is non-refundable.  If you cancel your event less than thirty (30) days prior, you will be responsible for up to 50% of the total anticipated balance.  This estimate will be based on all anticipated food, beverage, labor, and service charges.  If military necessity causes your event to be cancelled, the entire deposit will be refunded.  Before any cancellation occurs because of military necessity, we will take all reasonable steps to accommodate your event at a suitable on-base location.
     A contract minimum of $14.00 per person (in food alone) is required for events beginning before 1600 and $16.00 per person (in food alone) beginning after 1600.  There is a 19% service charge added to the cost of all food and beverage items.
     For plated meals and buffets, we will prepare food and beverage for the amount guaranteed plus an additional 5%.  If the number of guests should exceed the additional 5%, the Miramar Officers’ Club reserves the right to substitute menu items to accommodate the additional guests.  Your bill will reflect the final guaranteed number or the number served above the guarantee, whichever is greater.  The Miramar Officers’ Club management determines the actual number in attendance.  Our decision is final and may not be adjusted after the event.  
     Scheduling is based on the start and end times indicated on your contract and we ask that you adhere to these times.  Room set up for your event (tables, linens, etc.) will begin two hours before your scheduled start time.  Decorations, ceremonial cakes, and decor may be brought in two hours before your scheduled start time at no additional charge. 
     With the exception of commercially made cakes, food and beverage items are provided by the Miramar Officers’ Club.  Food and beverage items my not be brought into, nor taken from the event.  There will be a fee charged for bringing in a commercially made cake.
     Decorations provided by the host/sponsor must be approved by the facility.  House linens will be provided at no extra charge for food and beverage events.
An alphabetized guest list must be submitted to the Catering Office no later than four working days prior to your event.  Failure to provide the requested list on time could result in the cancellation of your event with a penalty of up to 50% of the total anticipated balance.
     Entertainment for all Club functions, private or Command sponsored will be in keeping with guidance as set forth in the Marine Corps MCCS Policy Manual (Marine Corps Order P1700.27).  Entertainment at a Marine Corps club shall be suitable for mixed community audience.  Entertainment or activities which could conceivably result in embarrassment to the military are prohibited.
     Hosts/Sponsors planning an event should be aware of the regulations (please refer to the Catering Menu) that govern the use of military catering facilities, and understand that they are responsible for the conduct of their guests and conformity to our policies.  This agreement constitutes the total understandings between the parties.  No oral modifications will be allowed.  We recommend that you make a copy of this letter for your files.
     Thank you for choosing Semper Fi Special Events.  We look forward to making your event a memorable one.







Sincerely,
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Sarah Radigan
                                                                                  
Catering Manager
"I have read and understand the policies and procedures of Semper Fi Special Events. I understand that my minimum guarantee for this event is 20 guests".
HOST: ____________________________________
DATE: _____________________________
SPONSOR: ___________________________________________________________________
                    Please Print Rank, Name, Branch of Service, Duty Station
                    ___________________________________________________________________
                    Sponsor's address, city, state, and zip code
                    ___________________________________________________________________
                    Sponsor's area code and phone#
                    ___________________________________________________________________
                    Sponsor's signature and date
THE ABOVE INFORMATION MUST BE COMPLETELY FILLED OUT AND SIGNED FOR YOUR RESERVATION TO BE CONFIRMED.  PLEASE RETURN ALL PAGES OF THIS LETTER TO SEMPER FI SPECIAL EVENTS.
Commissioned Officers’ Club

PO Box 452008

San Diego, CA  92145-2008

(858) 577-4814, Fax (858) 577-6183
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