St Andrew’s House

Retreat and Conference Center

Episcopal Diocese of Olympia

7550 East Highway 106

Union, WA  98592

360.898.2362 • info@saintandrewshouse.org
CONFERENCE / RETREAT PLANNER
Organization:  
  
         


 Signed contract due by 
Contact Name:
                 


 Deposit due with contract:   $200 
Address:











Nature of Conference:  

Telephone:



               Program Year:  2004
E-mail:






	Dates
	Arrive:
	April 16th  at 4:00
	Depart: 
	April 18th   at 1:00
	Nights:  2

	
	
	
	
	
	

	Attendance
	Number expected:
	20
	Minimum persons:
	15
	

	
	
	
	
	
	

	Facilities
	Lodge
	yes
	Cost
	$62. 50
	Per person / night

	
	Chapel
	yes
	
	Linens
	$10
	Per set (upon reservation)

	
	Bayne Cottage
	no
	
	
	
	

	
	
	
	
	
	

	Food Service
	Meal schedule:
	Friday Dinner
	6:00
	
	

	
	
	Saturday Breakfast
	8:30
	
	

	
	
	Saturday Lunch
	12:00
	
	

	
	
	Saturday Dinner
	6:00
	
	

	
	
	Sunday Continental 
	8:30
	
	

	
	
	Sunday Brunch
	11:30
	
	

	Other Charges  or Discounts
	
	
	
	
	

	
	Meeting Space:
	None
	
	
	

	
	Meals:
	None
	
	
	

	
	
	
	
	
	

	
	Persons
	Cost per night
	nights
	
	Estimated bill

	Total 

Estimated Cost
	20
	$62.50
	2
	
	$2500

	Total Minimum Invoice Amount
	15
	$62.50
	2
	
	$1875


Cancellation Policy:  These policies apply if any portion of the contract is cancelled.  A processing fee of $50 will be deducted from any refund. 
1.  Notice given six months or more before arrival date, deposit is refunded.

2.  Notice given two to six months before arrival date, deposit is forfeited.

3.  Notice given less than 60 days, contracting organization is responsible to pay $ 1125   which includes forfeiture of deposit.

This document constitutes a contract between the Episcopal Diocese of Olympia (hereinafter referred to as “St. Andrew’s”) and the User Group identified on the front side of this document (hereinafter referred to as “User”).  The terms and provisions on both sides of this document are binding on the parties, their successors and assigns.  No reservations are confirmed and binding until this contract is executed by both parties.
USER GROUP




St. Andrew’s Retreat and Conference Center
BY ________________________________________
BY ____________________________________

DATE _____________________________________
DATE _________________________________







