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Harrisonburg, VA

Events Contract

The Events Contract is intended both to help you prepare for your event and to enable us to set up the space.  When 
you complete the contract, submit to:

Ramada- Harrisonburg  *  1 Pleasant Valley Rd.  Harrisonburg, VA  22801  *  P:  540-434-9981 / F: 540-434-7088

--A.  General Information--

Event date: _____________________________________                  Event time: ______________________________

Event contact: __________________________________                   Organization:  ____________________________

Event contact phone: _____________________________                  Event contact email: _______________________

Address:  _______________________________  City:  _____________________  State:  _______   Zip:  ___________

Phone:  _________________________________________                Fax:  ____________________________________

--B.  Event Information-- see page 2 for reference

1. Title of event:  _______________________________               7.     Sleeping rooms :  Y _______   N
(how many)

2. Type of event:  _______________________________              8.    Expected attendance:  ____________________

3. Room configuration:      1 Room    2Room’s     3Room’s              9.     Catering needed:   Y  _______________   N

4. Room setup needed:    Y    N

5. Additional Amenities / Equipment needed:  a   b   c   d   e   f   g   h   i j   k   l   _____________________________

6. Add comments or special needs:  ________________________________________________________________

--C.  Payment Information 

1. Total payment:  _______________________________             4.    Name on Credit Card:  ______________________

2. Payment method:    Credit Card     Check     Cash 5.    Credit Card number:  _______________________

3. Credit Card type:      Mastercard Visa    AmEx Disc.                6.    Expires:  _______ __     7.  Security#:  __________

--D.  Events Contract

I have read and accept the terms and conditions set forth herein on page 2 of the Events Contract  and the
Banquet Room & Meal Policy page .

Name: _____________________________  Signature: _______________________________  Date: ________________



--B.  Event Information-- see page 2 for reference

1. Type of event:
a. Birthday Party
b. Business / Professional
c. Government
d. Religious
e. Social / Fraternal
f. Sporting Event
g. Wedding / Reception

3. Room Configuration:

Maximum number of people per seating style
a.  680 (1 RM)     34'  x  20‘         9 ft           55             30              40               75           30                   20              30            
b.  1360 (2 RM’s)  68’ x  20’        9 ft         150            60             115             140                35                   40              35
c.  2100 (3 RM’s)  105’ x  20’      9 ft          235          100            175             225                55 60              50

5. Additional Amenities / Equipment needed:
a. Chalkboard e.    Projector Screen(7ft) = $25 i.    Chairs (Padded Stack)   
b. Flipcharts = $25 f.     Table Podium & Microphone = $50 j.    Telephone Jack  - N/A
c. TV / VCR / DVD g.    Table Cloth = $5.00 each k.    WiFi Internet Access
d. hǾŜǊƘŜŀŘ tǊƻƧŜŎǘƻǊ Ґ Ϸрл         ƘΦ    ¢ŀōƭŜǎ όсΩ Σ уΩ  ŀƴŘ wƻǳƴŘǎύ                          ƭΦ     5ŀƴŎŜ CƭƻƻǊ ςbased on size

Additional AV Equip. may be provided upon request.

6. Catering (menu & pricing available upon request)

You should use this guide to help you calculate the cost of your event.  All accounts are to be paid prior to the
beginning of the event.  Non-Refundable 25%  Room Deposit  will be processed when contract is signed and received.  

Balance to be processed at least 2weeks prior to the event date thereafter it is non-refundable and non-cancelable.

- Room Rates 
a.  (1 Room)        b. (2 Rooms)         c.  (3 Rooms)

i. Weekdays events - $150/        $250/                     $375/
ii. Weekend events- $175/                 $275/                  $400/
iii. Room-setup Needed $25/             $50/                   $75/

_______ ________ _________

a. Please consult our Event coordinator about Alcohol or Food.  We allow you to bring your own Alcohol or
Food under certain policies and room deposit.

b. Equipment usage: The client agrees to reimburse the Ramada for the loss or damage to any Ramada
furniture or equipment used.

c. Payment: Full payment is due at least two weeks before the event.  Once payment is received, The
Ramada will process it and send a confirmation via fax or email as a receipt of payment. 

--C.  Payment Information 

--D.  Events Contract



Breaks and Refreshments
Coffee / Tea / Decaf  ……………………............  $1.25 per person
Coffee / Tea / Decaf / Assorted Sodas  …...  $2.75 per person
Coffee / Tea / Decaf / Juice  …………………….  $3.00 per person

Morning Breakfast
morning     $4.95 per person                       morning    $8.95 per person

-assorted breakfast breads                                                          -fruit juices
-butter, margarine, preserves -bacon or sausage patty
-fresh fruits -two eggs
-coffee and tea -assorted cereal
-assorted soft drinks, and bottled water -fruit

-juice, coffee and milk

Lunch
wrap sandwich buffet buffet
(boxed ready ςto-go lunch) (option 1) (option 2)

$7.95 per box $12.95 per person $12.95 per person

-wrap -lasagna - soup (2 varieties)
-cookie -rolls w/ butter - rolls w/ butter
-chips -salad - salad
-drink - brownies - brownies

- cookies - cookies
- coffee (reg. & decaf) - coffee (reg. & decaf)
- ice tea - ice tea

-11% tax & 15% gratuity not included
- Attendant fee per break $10.00



Dinner Menu
Buffet includes one item from each of the categories below

$12.95 per person:    1 entree
$16.95 per  person:   2 entrees + 2 vegetables  from menu below.
$20.95 per person:    3 entrees + 2 vegetables  from menu below. 



-11% tax & 15% gratuity not included
- Attendant fee per break $10.00



Banquet Room & Meal Policy
The Ramada looks forward to serving you.

The following explains our banquet policies:

1. The Ramada reserves the right to inspect and control all functions being held on the 
premises.  All Food and Beverages must be approved by the hotel.

2. There is a No Smoking Policy inside the Banquet Rooms with up to $500 Fine for 
Violation.

3. Please consult our Event coordinator about Alcohol Policy.  If you wish to bring your 
own Alcohol there will be certain policies from room deposit, licensed servant & 
possibility of security required.  

4. No Loitering is Allowed in the Parking Lot.

5. All Food and Beverages are subject to the required state and local sales taxes and a 
15% gratuity.  All functions must be paid the date of the function unless credit 
arrangements have been made at least two weeks in advance with the Sales Office.

6. Meal selection, approximate number of expected guests, equipment requests, room 
arrangements, and all details must be made two weeks prior to the function by 
contacting the Sales Office.

7. A guaranteed count of persons attending must be submitted to our Sales Office at 
least 72 hours prior to the function.

8. When a planned meal is served to a group of less than 25 persons in a private 
banquet room, there will be a minimum $25.00 room set-up fee.

9. Room set-up fees for meeting rooms, and banquet functions will be determined on 
an individual basis through the Sales Office.

10. A deposit determined by the Sales Office is required for all functions.

11. Should a function be cancelled a Two-Week notice will be required for a Deposit 
Refund to be issued.   There is No Refunds for Cancellation thereafter. 

12. The menus cover a wide array of selections, however, our Sales Office staff would be 
glad to work with you in tailoring your function service to meet your specific needs.

13. Any Violation of this Policy is subject to a Cancellation of the Event without Any 
Refunds.


