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HOTEL SERVICES AND GUIDELINES

AUDIO VISUAL
All audio visual equipment is available at competitive rates through ITA, Audio Visual Solutions our full-service, in-house Audio Visual Department. An equipment and price list is available upon request.  A 22% Service Charge and Georgia State Sales Tax of 8% will be added to all advanced audio visual orders. Georgia Law states that the service charge is subject to sales tax.  Cancellations for rented audio-visual equipment must be made prior to 24 hours in advance of the function or the rental charges will apply.

FOOD AND BEVERAGE / SERVICE CHARGE AND SALES TAX
No food or beverage, alcoholic or otherwise, shall be brought into the Hotel by the patron or attendees from outside sources. To ensure compliance with the County Board of Health food handling regulations, food will be consumed on the Hotel premises during the time contracted.  No food may be removed from the Hotel premises. Split entrees will be charged at the higher entrée price.  A 22% Service Charge and Georgia State Sales Tax of 8% will be added to all food and beverage. Georgia Law states that the service charge is subject to sales tax.  Service charge and state sales tax are subject to change without notice. 

GUARANTEE
In arranging for private functions, the attendance must be definitely specified three business days in advance, or the expected number will be used. This number will be your guarantee, not subject to reduction. We will set 5% over the guarantee for all groups. For buffets, the Hotel will set and prepare for the guaranteed number only. Banquet and meeting rooms are assigned by the number of people anticipated.  If attendance increases or decreases, we reserve the right to change rooms, without notification, to a room suitable for the expected attendance.
LABOR CHARGES
Additional carvers, station attendants, food and cocktail servers are available at a $75.00 fee per server.  A $75.00 service charge will be applicable for any meal guarantee of 30 guests or less.  A $75.00 labor fee is applicable for buffets with a guarantee of 30 guests or less.  A $75.00 bartender charge is applicable per bartender.  Room setups that are changed after the room setup has been completed per the banquet event order are subject to an additional labor fee.

FINANCIAL ARRANGEMENTS

Payment for all local catering functions is to be made in full 72 hours prior to your event.  A $500.00 deposit is required for all functions with a signed contract. Direct billing may be approved through our Accounting Department.  All direct billing requests must be completed and returned to the hotel 45 days prior to the event to allow for processing and approval.

MEETING ROOMS

All meeting/banquet rooms are reserved based on the Function Agenda as outlined in the original Group Sales Agreement.  Should there be any changes in the agenda, or needs for meeting/banquet functions outside the agreed times, please contact your Event Manager to verify availability.  All requests for additional meeting or banquet functions are subject to an additional set-up fee.  Meeting/Banquet room names are subject to change, without notification, due to changes in groups function times, attendance or setup.  

OUTSIDE EVENT
The Hotel reserves the right to make the decision to move any outdoor function into indoor facilities based on the weather and the National Weather forecast.  The decision to move such parties will be made six hours in advance of the function.

SECURITY
The Hotel reserves the right to inspect and control all events.  The Hotel cannot assume any responsibility for the personal property and equipment brought on to the premises.  The Hotel may request that the Group obtain and pay for bonded security personnel when valuable merchandise or exhibits are displayed or held overnight in the Hotel or when an event attended by 100 persons or more is to occur.  

Group is responsible for the arrangements and all expenses of shipping materials, merchandise, exhibits, or any other items to and from the Hotel.  The Hotel must be notified in advance of shipping arrangements to insure proper acceptance of these items upon arrival at the Hotel.  The Hotel is not responsible for lost or stolen items.  

SIGNAGE RECOMMENDATIONS
The Hotel can assist you with signage through our local decorators for an additional charge.  The Hotel will allow free standing signage in the ballroom area or where registration otherwise exists for your meeting.  All types of signage in public space areas throughout the Hotel must be approved through the Event Management Offices in advance.  Thumb tacks and handwritten signs are not permitted.  Banners or signage hung from ceilings, walls, or other locations are subject to additional hotel labor fee for installation and removal.

EXHIBITORS

Hotel does not provide storage, delivery, set-up, tear down, or shipping assistance in conjunction with exhibit or trade shows.  Our Event Management staff can assist in contracting an appropriate decorating firm to provide these services. When contracting directly with an outside company, the client assumes full responsibility for any damage to the hotel due to contracted exhibit company’s negligence.
ACCEPTANCE SIGNATURE:  
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BEVERAGE, SNACKS & A LA CARTE

Coffee & Juice Service

Fresh Brewed Coffee, Regular/Decaffeinated 40.00/Gallon

Fresh Brewed Coffee, Regular/Decaffeinated 25.00/ 1/2 Gallon

Specialty Herbal Teas 35.00/Gallon

Fresh Brewed Iced-Tea 40.00/Gallon
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Home-Made Lemonade 25.00/Gallon

Fruit Punch 35.00/Gallon

Orange Juice, Grapefruit Juice, 

Apple, Cranberry, Tomato Juice 

Or V-8 Juice 

Individual Bottles 2.00/Each

A la Carte Beverages

Bottled Water 2.50 Each

Coke Products 2.50 Each

Hot Chocolate 3.00 Each
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Snacks

Freshly Baked Assorted Cookies 25.00/Dozen

Chocolate Brownies, with Nuts 30.00/Dozen

Granola Bars 32.00/Dozen

Assorted Breakfast Pastries 30.00/Dozen

Assorted Krispy Kreme Doughnuts 20.00/Dozen

Assorted Bagels with Cream Cheese 30.00/Dozen

Potato Chips with Dip 8.00 per Pound

Assorted Nuts 16.00 per Pound

Tortilla Chips with Salsa 16.00 per Pound
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A La Carte Items

Flavored Yogurt 2.95 Each

Assorted Cereals with Milk 2.95 Each

Assorted Candy Bars 2.00 Each

Sliced Seasonal Fruit 4.95 per Person

Soft Pretzels 3.25 Each

THEMED BREAKS

Healthy Choice 

12.50 per Person

Sliced Fresh Seasonal Fruit, Assorted Yogurts and Granola

Bars with Trail Mix, Freshly Brewed Coffee and

Herbal Teas and a Variety of Crystal Light Packets and Bottled Waters

The Cookie Break 
                11.00 per Person

Assorted Coca-Cola products, Freshly Brewed Coffee and Herbal Tea,

Assorted Freshly Baked Cookies and Home-Style Brownies

Sports Break 
                12.50 per Person

An Assortment of Flavored Popcorn, Boxes of Cracker Jacks, Jumbo Soft Pretzels, Potato Chips, Roasted Shelled Peanuts. A variety of Candy and Assorted Soft Drinks.  Served With Freshly Brewed Coffee & Herbal Teas.

All Prices are Subject to 22% Service Charge & 8% Sales Tax
Prices may change without notice
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TEAM BUILDING PACKAGES
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The Braves Package          31.50 Per Person
Batter-Up
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An Assortment of Bottled Juices, Freshly Brewed Coffee & Herbal Teas
A Selection of Sweet Breakfast Bakeries, Bagels & Cream Cheese, and Seasonal Fresh Fruit
Mid-Inning

A Complete Refreshment of Coffee & Herbal Teas

An Assortment of Chilled Soft Drinks and Bottled Water
Whole Fruit and a Selection of Granola Bars
Seventh-Inning Stretch

Freshly Brewed Coffee & Herbal Teas, Assorted Chilled Soft Drinks & Bottled Water
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Jumbo Soft Pretzels Served with Mustard, Whole Fresh Fruit, Assorted Candy Bars and Fresh Baked Cookies & Brownies
The Home Package      49.00 Per Person

Batter-Up

An Assortment of Bottled Juices, Freshly Brewed Coffee & Herbal Teas
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A Selection of Sweet Breakfast Bakeries, Bagels & Cream Cheese, and Seasonal Fresh Fruit
Mid-Inning

A Complete Refreshment of Coffee & Herbal Teas

An Assortment of Chilled Soft Drinks and Bottled Water
Top of the Order

Choose one of the Following Lunch Buffets:

· The Capitol Deli

· The Italian Feast

· A Taste of the South

· South of the Border

Seventh-Inning Stretch

Freshly Brewed Coffee & Herbal Teas, Assorted Chilled Soft Drinks and Bottled Water
Jumbo Soft Pretzels Served with Mustard, Whole Fresh Fruit, Assorted Candy Bars and

Fresh Baked Cookies & Brownies
All Prices are Subject to 22% Service Charge & 8% Sales Tax
Prices may change without notice

LIGHTER SIDE OF LUNCH
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Grilled Chicken Caesar      19.00 per Person
Traditional Caesar Salad Topped with Marinated Grilled Chicken Breast with

Home-Made Parmesan Croutons
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Capitol Club Sandwich    18.00 per Person
Piled High Club Sandwich Served on Fresh French Croissant with a choice of potato salad, pasta salad, or coleslaw
Grilled Chicken Sandwich   19.00 per Person

Marinated Grilled Boneless Chicken Breast served on a fresh bakery bun with a Spicy Mustard Sauce and Smoked Provolone Cheese, and your choice of potato salad, pasta salad, or coleslaw
Boxed Lunch      $17.95 per Person

All Sandwiches are served with Bag of Chips, Dill Pickle,

Whole Fruit, Granola Bar and Assorted Soda or Bottled Water

Choose One of the Following:
	· Home-Style Chicken Salad
	· Ham and Cheese (American or Swiss)
	· Grilled Vegetables

	· Roast Beef and Cheddar Cheese
	· Smoked Turkey with Swiss Cheese
	· Grilled Chicken Breast


Choose Type of Bread:
	· Whole Wheat
	· White Bread
	· French Baguette

	· Egg Bun
	· Hoagie Roll
	


PLATED LUNCHES
Choice of Salad
Garden Salad
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Fresh Mixed Greens with Sliced Red Onions, Grape Tomatoes and Shredded Carrots

Served with choice of two dressings
Caesar Salad

Classic Caesar Salad Tossed with Parmigiano-Reggiano Croutons

Main Entrée Selections

Chef’s Vegetarian Selection     19.00 per Person
The Chef’s special creation of the day……

London Broil     26.00 per Person
Thinly Sliced Marinated and Grilled London Broil with a Robust Mushroom Glaze.

 Served with Roasted Garlic Mashed Potatoes and Green Beans.
Pan Seared Salmon     23.00 per Person
Fresh Seasoned Atlantic Pan Seared Salmon, topped with a lemon-butter sauce served with Grilled Asparagus and Garlic Mashed Potatoes
Stuffed Airline Chicken    22.00 per Person
Stuffed with spinach and mushrooms, drizzled with a Forester Sauce, and served with

Garlic Mashed Potatoes and Seasonal Vegetables.

Choice of Dessert
	· Savory Carrot Cake
	· Chocolate Layer Cake 
	· Southern Pecan Pie

	· Apple Pie
	· New York Cheese Cake
	


All Prices are Subject to 22% Service Charge & 8% Sales Tax
Prices may change without notice
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LUNCH BUFFETS
An Italian Feast      24.95 per Person (one entrée) or 28.95 Per Person (two entrees)
Fresh Mixed Salad Greens with Cherry Tomatoes, Sliced Cucumbers,

Julienne Carrots and Shredded Cheese

Classic Caesar Salad with Parmesan Cheese

Sautéed Green Beans 

Chef’s Daily Dessert Selection and Cheese Cake
Please Choose One or Two Entrees: 

	· Chicken Marsala


	· Traditional Chicken Piccata


	· Pan Seared Cod with Tomatoes, Olives, Artichokes and Capers Drizzled With Basil Oil

	· Baked Ziti


	· Lasagna  (Choice of Meat  OR Vegetarian)
	· Chicken Pesto -  Boneless Breast of Chicken in a Creamy Pesto Sauce

	· Ratatouille
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Taste of the South      25.95 per Person (one entrée) or 30.95 per Person (two entrees)
Fresh Mixed Salad Greens with Cherry Tomatoes, Sliced Cucumbers, 
Julienne Carrots and Shredded Cheese

Creamy Southern Style Cole-Slaw

Traditional Potato Salad

Home-Made Peach Cobbler

Home-Made Apple Cobbler
Please Choose One or Two Entrées:
	· Southern Fried Chicken
	· Grilled Barbecue Chicken
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Barbecue Pork

	· Fried Whiting
	· Barbecue Spare Ribs
	


Choice of Two:
	· Collard Greens
	· Southern Style Black Eyed Peas

	· Mashed Potatoes
	· Southern Style Green Beans


The Capitol Deli     19.95 per Person

A Deli Selection Filled with Sliced Roast Turkey, Ham, Roast Beef and Corned Beef with American, Cheddar, Swiss and Provolone Cheeses. Served with Lettuce, Tomato, Sliced Red Onions, Pickles and Olives with a Large Selection of Breads and Condiments

Fresh Mixed Greens Salad with Cherry tomatoes, Sliced Cucumbers,

Julienne Carrots and Shredded Cheese

An Assortment of Cookies and Brownies
Choice of Two:
	· Pasta Salad
	· Potato Salad
	· Cole Slaw


South of the Border           24.95 per Person
Fresh Mixed Greens Salad with Cherry Tomatoes, Sliced Cucumbers, Julienne Carrots and Shredded Cheese

Tortilla Chips with Smoked Tomato Salsa, Guacamole, Sour Cream and Sliced Jalapenos

Fajitas with Marinated Chicken and Beef, Sautéed with Green Peppers and Onions

Spicy Beef Tacos with Shredded Lettuce, Cheese, and Tomatoes

Refried Beans

Mexican Rice

Cinnamon Crisps and Cheese Cake

All Prices are Subject to 22% Service Charge & 8% Sales Tax
Prices may change without notice

Minimum of Fifty Guests required for all buffets
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