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902 W. Broad Street, Richmond, VA 23220
804-775-9595; info@tea-co.com ; www.tea-co.com
Reservation Terms and Agreement

Thanks for making your reservation with TeaCo Café & Lounge! Please read the following, fill in your information and either email it to info@tea-co.com or fax or mail it to us to arrive 7 days in advance of your event date with ½ deposit. Reservations will not be made without this form and receipt of payment.  
If you have any questions, please call us at 804-775-9595. 
******************************************************************************
Name of Host/Reserving Party: _______________________________________
Date of Reservation: ________________________________________________
Number in Party: ___________________________________________________
Party Duration (For FULL space reservations, this is a hard start/stop time. Please include preparation time and clean-up time in your reserved time, as you will be charged the per-hour rate for any overages – NO EXCEPTIONS!) ___________________________________
½ Deposit amount for full rental time or tea party package: __________________________
            Check Box
	
	BASIC Package

2-hour duration


	$10.00/person           *10 person minimum
	Includes reserved seating, unlimited tea drinks

	
	UPGRADE Package

2-hour duration


	$12.99/person           *10 person minimum
	Includes reserved seating, unlimited tea & coffee drinks 

	
	UNLIMITED Package

2-hour duration


	$14.99/person           *10 person minimum

	Includes reserved seating, unlimited tea  & coffee drinks, pastries and food items

	
	FULL Reservation Package

2-hour minimum. 
	$75.00/hour, 2-hour minimum. Additional hours will be billed at the $75.00/hr rate (Include pre-setup and cleanup time when assessing your party duration.)
	Includes full & complete possession and service of facility. Food and drinks are optional and additional pricing will be assessed per your specifications.  


* The 10 person minimum applies whether 10 people participate or not. As host, you are responsible for providing payment for at least 10 people. 
The BASIC, UPGRADE and UNLIMITED packages are intended for proportional space use only, meaning TeaCo reserves the right to continue serving the public during your event. Note: For each package, the host FULL reservations include use of entire premises as well as full personal service to your guests.  (FULL reservations are accommodated on Saturdays and Sundays only). TeaCo can accommodate almost any occasion.  We can customize our service to meet the needs of your event.  

You are welcome to bring your own food, refreshments, flowers, balloons, decorations and other party favors; however, some restrictions may apply, so please contact TeaCo to confirm arrangements.  

DEPOSIT

In order to secure reservation you must render a 50% deposit at least seven (7) days prior to your event along with your signature on this form (NO EXCEPTIONS.)   Special arrangements for catered food items will increase the amount of your deposit. PLEASE NOTE deposits are non-refundable. 

USE OF PREMISES
Permitted Use.  Reserving Party is entitled to use the Area for permitted use only.  Reserving party agrees that is use of the Area will be in compliance with all federal, state and local laws, rules and regulations respecting its use and occupancy of the Area. 
If any damages are made during your special event in our “Area” or “Property”, you will be responsible for paying for the damages and any other maintenance fees as necessary.  
"Area” shall mean the interior space within the Property including reasonable rights of ingress and egress.

     “Property” shall mean the real property known as 902 West Broad Street, Richmond Virginia 22443. 

By signing this agreement, I have read and understand the rules, fees and expectations of the TeaCo LLC space reservation agreement. 

______________________________

_________________________

Signature



Date

Signature


Date
(“TeaCo Representative”)



(“Reserving Party”)
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