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Conference Services
Meal Guarantee Change Form

Changes will only be honored if this form is received at least 7 days prior to the group’s arrival.
Group Name: ____________________________________________________________________________
Group Leader Signature: __________________________________________________________________
Guaranteed Meal Counts:  Group billing will be based on the guarantee or actual meals used, whichever is greater.  If this form is received at least 7 days prior to the group’s arrival, then the numbers provided below will serve as the meal guarantee for the group; otherwise, the numbers included in the facilities and services agreement will be used as the meal guarantee.  If the total guaranteed meals are not within 10% of the total actual meals, a penalty equal to 10% of the total meal charges will be applied.

Directions:   List each day of your program from arrival date to departure.  For each date, enter the number of participants and staff attending breakfast, lunch, and dinner daily.  Please note that you should only include those meals that your guests will take in the dining facilities.  If you plan to have a catered event or be off-campus for a meal, please indicate “N/A” rather than entering any numbers for that particular meal.  
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