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	Hotel Indigo Birmingham
200 Wharfside Street Birmingham   B1 1PR United Kingdom
Phone: 0121 643 2010 Fax: 0121  369 0117


	Account: 

Address: 
	«ACC_NAME»
«ACC_ADDRESS1»
«ACC_ADDRESS2»
«ACC_CITY»
«ACC_ZIPCODE»

	Dates: 

Contact: 

Email: 

On Site Contact: 


	«BEGIN_DATE»
«CON_NAME»
«CONTACT_EMAIL»
«REPRESENTATIVE»


Dear «CON_NAME»
Thank you for confirming your booking at Hotel Indigo Birmingham.

Please find to follow details of your event and our terms and conditions.  I would be grateful if you could check and initial all pages of the event detail as well as sign the terms and conditions.

The basis of this contract we are offering is subject to an expected minimum number of «ATTENDEES» Guests. If your numbers are likely to change, please contact us directly before signing the agreement in order for us to amend the pricing. These rates are offered inclusive of VAT at the prevailing rate at the time of payment.
Minimum Numbers: «ATTENDEES»
The minimum guaranteed numbers for this event will be as detailed above. All rates quoted are based on this figure. Any changes to the number of guestrooms may result in a rate re-negotiation.

.
To pay by credit card, please complete the credit card authorisation form. Authorisation will be taken on the card for the full amount of the event 3 days prior to arrival. The credit card will be charged on departure and a receipt will be provided to the card holder. 
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 Pre-payment 

If no credit facilities or credit card details are available, full pre-payment will be required, if required please request a pro-forma invoice from the Hotel.

Car / Coach parking: available nearby/chargeable

Please do not hesitate to contact me if I can be of any further assistance with your booking and I look forward to speaking with you nearer the time to confirm final details

Kind Regards

«CAT_OWNER_SREPNAME»
DDI : «CAT_OWNER_PHONE»
Terms and Conditions

All conference, functions, exhibitions and or groups booked with the Hotel by the Client shall be subject to the following conditions:

1.
Numbers Attending or the Accommodation:

i
The Client must give written notice to the Hotel of any changes to the numbers attending/accommodation required for the Event.

ii
In the event the actual number attending or the accommodation requirements for the Event is a reduction of number originally booked, the Client is entitled to apply Cancellation charges set out in Section 5ii of the Agreement.  The Cancellation charges shall be applied in proportion to the reduction of the numbers attending/accommodation required for the Event.

iii
For catering purposes (where applicable) the Client shall give written details of the actual number of persons attending the Event not fewer than five working days before the date of the Event.  The number attending will be charged at the rates set out in this Agreement.  Any increase above previously forecast numbers will be accommodated only at the Hotel's discretion.

iv
For catering or entertainment purposes the number of persons attending the Event must not exceed that set by the licensing authority for the function room used.

2.
Payment
i
The Client must pay all charges set forth herein by the respective due date(s).

ii
In the event the Client fails to make the required payment(s) by the relevant due dates, the Hotel may cancel the Agreement with immediate effect.  The cancellation charge described below shall thereupon be immediately paid by the Client to the Hotel.

iii
If the Client has any queries with respect to any part of an invoice, the Client may withhold the disputed amount pending resolution of the dispute, but must pay the undisputed balance by the due date(s).

iv
If the Client is organising the Event on behalf of a third party, such third party shall execute a Form A., attached hereto.

v
Unless the Client informs the Hotel that the Hotel should obtain payment for food, beverages or other services direct from persons attending the Event, the cost of all food, beverages or other services shall be included in the Total Actual Charges.

3.
Advertising
i
The Client shall not use the name or mark "Hotel Indigo" or the Hotel's name or trademarks without the Hotel's prior written permission and shall show all advertising material for the Event to the Hotel in advance for the Hotel's approval.

4.
Client Use of the Hotel
i
The Client and persons attending the Event shall:


a.
Not act in an improper or disorderly manner, leave promptly at the appropriate time, and obey any reasonable request by the Hotel's employees.


b.
Not carry out any electrical or other works at the Hotel, including amplification and lighting, without the Hotel's prior written consent.


c.
Not bring any dangerous or hazardous items into the Hotel and remove any items promptly when requested by the Hotel.


d.

Comply with the licensing and other regulations relating to the Hotel.


e.
Not consume any food or drink at the Hotel not supplied by the Hotel or its authorised caterers without the Hotel's prior written consent.


f.
Not affix any material or any kind of any floors, walls or ceilings, without the prior written consent form the Hotel.

ii
Any person or item in breach of the above conditions may be refused admission to or removed from the Hotel, and the Hotel shall have the right to terminate the Agreement with immediate effect.  The Client shall be fully liable for any contracted charges.

iii
If the hire of a room or suite is for the purpose of an exhibition, the Client shall submit all plans and schedules of all materials relating thereto to the appropriate authorities for the proper consent, with respect to health and safety and fire regulations as necessary prior to setting up the exhibition.

iv
The Client shall not enter into any contracts for music or other forms of entertainment or other services or other accommodation in connection with the Event without the prior written consent of the Hotel, such permission not to be unreasonably withheld.

5.
Cancellation
i
Without Charge
The Hotel may cancel the Booking without charge to either party:


a.
if the Hotel or any part of it is closed due to fire, dispute with employees, alterations, redecoration’s, or by order of any public authority of any cause effecting the Event that is outside the Hotel's control; or


b.
if there is a change of ownership of the Hotel; or


c.
if the Hotel in its sole discretion believes the Event or the Client might prejudice the reputation of the Hotel.


With respect to the above events, the Hotel will refund to the Client any advance payment made by the Client, and will have no further liability to the Client.

ii
With Charge

The Hotel may cancel the Booking with a charge to the Client:


a.
if the Client is more than 28 days in arrears with any payment due under this 



Agreement; or


b.

if the Client becomes insolvent or enters into bankruptcy, liquidation or 



receivership; or

c. if the Client notifies the Hotel that it wishes to cancel the Agreement or reduce the numbers attending the Event or the  accommodation required for the Event.

CANCELLATION POLICY
Up to 9 months prior to arrival

Reduction or cancellation of the group 9 months prior to arrival is not subject to any cancellation charge.

Up to 6 months prior to arrival
50% of the total rooms may be cancelled without penalty, any rooms cancelled in excess of that will be charged in full.

Up to 3 months prior to arrival

40% of the total rooms/conference or dining requirements may be cancelled without penalty, any rooms/conference or dining requirements cancelled in excess of that will be charged in full.

Up to 1month prior to arrival 

20% of the total rooms/conference or dining requirements may be cancelled without penalty, any rooms/conference or dining requirements cancelled in excess of that will be charged in full.

Up to 14 days prior to arrival

10% of the total rooms/conference or dining requirements may be cancelled without penalty, any rooms/conference or dining requirements cancelled in excess of that will be charged in full.

Any rooms/conference or dining requirement cancelled within 14 days of arrival are subject to a cancellation fee equal to the total cost of the contracted requirements.

No Show Policy 

On the day of arrival, the hotel will reserve the right to impose any No-Show charges if the actual usage of the rooms is less than the number of rooms reserved. The Hotel will not accept any last minute reduction of rooms.

Should the entire group fail to arrive without any legitimate reasons e.g. Act of God, war, Civil Riots, a full cancellation will apply.

6.
Liability
i
The Hotel shall only be liable to the Client and to the persons attending the Event for injury to persons or loss or damage to property where and to such extent that the cause of the injury, loss or damage is due to the Hotel's negligence.

ii
The Client shall be liable for any loss or damage to the Hotel's property and for injury to persons including the Hotel staff and shall indemnify the Hotel against any claims arising out of the client's negligence or misconduct.

iii
The Client shall be liable to the Hotel for any damage to the Hotel's reputation that may be caused by the Client, the persons attending the Event or the Event itself.

7.
General
i
If the Client requests the Hotel to arrange for third parties to provide goods or services to the Client, the Hotel shall do so only as the Client's agent and the Clients shall be liable and pay for all charges and liabilities in respect thereof and fully indemnify the Hotel against the same.

ii
The Client may not assign the Agreement to any third party nor utilise the rooms for any purpose other than that stated herein without the Hotel's prior written consent.

iii
This is the only agreement between the parties, and no variation to the Agreement shall be effective unless in writing and signed on behalf of the Hotel and the Client by authorised signatories.

iv
Failure by the Hotel to enforce at any time any provision of the Agreement shall not be construed as a waiver to any of its rights, nor affect the validity of the Agreement, nor prejudice the Hotel's rights with respect to subsequent action.

v
The Agreement shall be subject to English law, and disputes settled in the courts of England and Wales.

vi
In the event one portion, or a portion thereof, of this Agreement were to be held invalid by a court of competent jurisdiction, such item shall be severed from the Agreement and all other terms and conditions shall remain unaffected and binding.

8.
Credit
i
Credit facilities will only be made available on a hotel by hotel basis, subject to a satisfactory check on the Client’s current credit status. Credit facilities must be finalised at least 21 days prior to Arrival date.  A credit application form is available on request from the Hotel. 

ii
The Hotel reserves the right to re-check the Client’s credit status at any time before the commencement of the Event and reserves the right to increase the amount of deposit and/or pre-payment, should there be a negative change in financial status. You expressly consent to the Hotel conducting any such checks.   

iii
On conclusion of the Event, or in the circumstances of a cancellation by the Client in accordance with Section 5.0, the outstanding balance is payable in full within 7 days of the date of the invoice. If payment is not received within the specified time, We reserve the right to charge 8% interest above the Barclays Bank PLC base rate on the outstanding amount or a rate of interest in line with Late Payment of Commercial Debts (Interest) Act 1998 as appropriate. 

9.
Deposit and Pre-Payment
i 
If the Client has agreed sufficient credit facilities then deposit or pre-payment may be waived, at the sole discretion of the Hotel. 

ii
Your payment options are as follows:



(i) Approved Account

If your company has an approved credit facility with the Hotel then an invoice will be sent for payment after the event in accordance with section 8.0 above



(ii) Credit Card

To pay by credit card, please complete a credit card application form, available on request from Hotel. Authorisation will be taken on the card for the full amount of the Event 3 days prior to Arrival.  The credit card will be charged on departure and a receipt will be provided to the card holder.



(iii) Pre-payment


If no credit facilities or credit card details are available, full pre-payment will be required on the following schedule:

· Upon confirmation: 25% of total estimated Event value

· 90 calendar days prior to arrival: 50% of total estimated Event value

· 28 calendar days prior to arrival: Balance of total estimated Event value

· 7 calendar days prior to arrival: Balance of any additional items ordered

A credit card will be required to secure any additional items on the day

iii
Failure by Client fail to pay any such deposit or pre-payment within 7 days of the due date,  the Hotel may treat the booking as cancelled by the Client. 

	Please tick here
	I confirm that I have read and agreed to the terms & conditions. This is confirmation that I wish to proceed with this Proposed Agreement.

	Client name (PRINT)

Signature & date
	

	Hotel contact name (PRINT)
 Date
	«CAT_OWNER_SREPNAME»
22 January 2019


Once completed and signed – please either email a scanned copy or fax a signed copy of this proposed agreement 
and also post two signed hard copies to the hotel address (as below)

	Hotel contact details:
	Name:  «CAT_OWNER_SREPNAME»
Address: The Cube, 200 Wharfside Street, Birmingham, B1 1PR

Email: «OWNER_EMAIL»


Your booking may be eligible for IHG Business Rewards points – please enter your IHG Business Rewards Club 
number below _______________________________________ or contact me for more information or to register! 
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THIRD PARTY CREDIT CARD AUTHORISATION FORM
Please complete the following if you wish to pay by credit card :
	Please note that only the cardholder can authorise his/her own credit card to be charged. Unfortunately we are unable to accept forms filled out on behalf of the cardholder. The above mentioned guidelines are in place to protect the cardholder’s credit card. This authorisation does not relate to any future transactions.

I (Name)___________________________________authorise my credit card to be debited for the charges

incurred by (Name and confirmation number):
____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

from the (arrival date)____________________at the Hotel Indigo Birmingham
I accept the charges for (delete as appropriate):

Room only / Room and Breakfast / Room & All Meals / Full Account



	My Credit Card details are as follows:

Credit Card Number ___________________________

Expiry Date____________

Full Name on the Credit Card_________________________________________________________

Cardholders Signature*______________________________________________________________

Address____________________________________________________________________________

Telephone Number___________________________________________________________________

*I confirm that I am the above credit card holder and agree that this card may be used to settle all charges   as specified above




	The credit card will be pre-authorised for the cost of the room/s and extras as specified above. Pre-authorisation of a credit card does not mean that any funds have been debited from your account, it ascertains that there are sufficient funds to be able to settle the account on departure. This authorisation will not be honoured without the cardholders signature.

Please note, any outstanding balance not settled by time of departure shall be charged to this card, unless another form of payment is provided.

Important information with regards to Credit Cards:

We take our Customers Credit Card Data Security very seriously and would like to draw your attention to a new procedure we have introduced at the Hotel Indigo Birmingham. If you are emailing this form please quote only the last 4 digits of your credit card and contact us by phone to give us the full details. Thank you for your assistance.


