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POLICIES&
GUIDELINES

BANQUET MENUS: Menu selections are requested 14 days prior to your
scheduled function. Our Conference Planning Staff will assist you in
customizing a menu for your special needs.

OVERSET: The Resort will set 5% over the guarantee for private dining groups
up to 250 guests.

PRICES: Prices quoted may be subject to change, given market uctuations.
Patron grants the right to the Resort to raise prices accordingly or to make
reasonable substitutions on the menu and agrees to pay such increased prices
and to accept substitutions.

HOSPITALITY AND ENTERTAINMENT ROOM: Our banquet oors must close
at 2:00am and hospitality rooms and suites on guestroom oors must close
at 11:00pm. Maximum attendance for hospitality rooms on guestroom oors
is 25 guests.

FUNCTION ROOMS: The Resort reserves the right to move an event to
banquet/meeting room(s) other than those appearing on the Event Order(s)
should there be a signi cant increase or decrease in the number of guests. If a
change from the original room set-up is requested on the day of the function,
a labor charge will be added to the banquet check. Function guests will be
admitted to the banquet room and expected to depart at the times stated
on the Event Order(s). For functions scheduled outdoors, Cheyenne Mountain
Resort will make a decision to relocate your function to an indoor location,
based on weather forecast and conditions, three (3) hours prior to the start
time.

FOOD: All food items must be supplied and prepared by the Resort. Due to
current health regulations, food may not be brought in from outside the Resort
nor taken from the Resort premises by the sponsor or any of the sponsor’s
guests, after it has been prepared and served. A guaranteed number of
attendance is due on all food and beverage functions by 12:00pm, three (3)
business days prior to the scheduled event. If no nal guarantee is provided,
then the attendance listed on the contract will be used as the guarantee
gure. All charges will be based upon the guarantees or the actual number
of attendees served, whichever is larger. When two (2) entrée selections are
chosen for a plated function, the highest entrée price will apply. Vegetarian and
Kosher meals are available, with advance notice. An additional kitchen / food
surcharge of $2.00 per person / per half hour (plus applicable sales tax and
taxable service charge), will apply when an hors d’oeuvres or buffet function
surpasses 2 hours.

**Handling Fees will apply for all packages shipped to and from the Resort through the Resort Shipping Department.
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BEVERAGE: The Cheyenne Mountain Resort as a licensee and is the only
authority licensed to sell and/or serve liquor for consumption on the premises.
Therefore, no alcohol can be brought onto the licensed property. The Resort
reserves the right to discontinue any and all service in the event of blatant
or willful disregard for the law on the part of the event sponsor or guests in
attendance. In addition we require cocktail servers for bars. Our standard is
one bartender for every 75 guests and one cocktail server for every 50 guests.

CENTERPIECES / DECORATIONS: Floral arrangements and centerpieces may
be brought in from an outside vendor. However, a cleaning fee of $150.00 will
apply if confetti, potpourri or glitter is used for decorating.

SEATING: Seating is arranged in oval tables of 10 for all meal functions. Other
seating arrangements are available where equipment and space permit.

SIGNS / DISPLAYS / DECORATIONS: All signs, displays and decorations
are subject to the approval of Cheyenne Mountain Resort and the Colorado
Springs Fire Department. All signs must be printed in a professional manner.
Cheyenne Mountain Resort will not permit the af xing of anything to the walls,
oors, or ceilings with nails, staples, adhesives, or any other substance without
speci ¢ permission and supervision from the Conference Services Manager.
Any costs to repair or clean resort property as a result of self installation will
be added to the nal bill. All banners must be hung by the Resort at a charge
of $35.00 per banner.

SHIPPING AND RECEIVING PACKAGES**: The customer is responsible for the
arrangements and all expenses of shipping materials, merchandise, exhibits
or any other items to and from the Resort. Should special arrangements for
delivery be necessary please contact us at least one week in advance of your
event. All boxes should be labeled in the following manner:

Group Name / Meeting Name (and “Vendor” name if applicable)

Name of Individual who will be responsible

for the package during the event

c/o Cheyenne Mountain Resort

3225 Broadmoor Valley Road

Colorado Springs, CO 80906
All boxes may be retrieved through our Business Service Center, located on
the conference level of our main lodge. We will accept packages up to one

week in advance of the group’s arrival.

RESORT

11/3/09 1:11PM “

CHEYENNE MOUNTAIN



