POTPOURRI OF SILK — EVENTS CONTRACT
Example

Address: 317 N. Zang Blvd, Dallas, TX 75208
Phone: (214) 941-9941 | Website: www.potpourrioakcliff.com

Client Information

Name:

Phone Number:

Address:

Event Date: Event Time:

Event Type:

1. Event Classification

This Contract applies to private social events including, but not limited to, bridal showers, baby
showers, birthday parties, and similar gatherings. Events are non-commercial in nature and do
not include ticket sales, open invitations to the public, or amplified entertainment unless
approved in writing.

2. Deposits

A deposit of $ is due upon execution of this Contract. The Event date is not secured
until the deposit is received. Deposits are non-refundable except as expressly stated in this
Contract.

3. Total Contract Value

The Total Contract Value is based on the guaranteed guest count, Event duration, and menu
items and services outlined in the Event Detail. Total Contract Value may change due to menu
adjustments, guest count modifications, or additional approved services.
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4. Food & Beverage
Potpourri of Silk shall provide all food and beverage items unless otherwise approved in writing.

One outside dessert (such as a cake or cupcakes) may be permitted with prior written approval.
Client assumes all responsibility for any approved outside dessert and agrees to indemnify and
hold harmless Potpourri of Silk from any claims arising from its consumption.

5. Alcohol Service

Alcohol is not permitted unless approved in writing by Potpourri of Silk. If approved, alcohol
service must comply with Texas law and venue policies. Client is responsible for ensuring
alcohol is served responsibly and assumes all liability related to alcohol consumption at the
Event.

6. Final Payment

All remaining balances must be paid fifteen (15) days prior to the Event date. If full payment
is not received by this deadline, Potpourri of Silk reserves the right to cancel the Event.

A 10% late payment fee will be applied to any unpaid balance.

7. Guest Count

A final guest count must be submitted no later than 15 days prior to the Event. This number
will be considered guaranteed for billing purposes. Potpourri of Silk cannot guarantee
accommodation of last-minute increases.

8. Cancellation

All deposits are non-refundable. Cancellations made fewer than fifteen (15) days prior to the
Event will be responsible for 100% of the Total Contract Value.

9. Decorations & Setup

Decorations are welcome but must be free-standing and may not be attached to walls, ceilings,
doors, or fixtures. Confetti, glitter, rice, fog machines, sparklers, open flames, or adhesives are
not permitted. All decorations must be removed at the end of the Event. Client is responsible for
any damage or excessive cleanup resulting from decorations.

10. Damage & Cleanup

Client is responsible for any damage caused by guests or vendors. Excessive cleanup beyond
normal use may result in additional charges.
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11. Personal Property
Potpourri of Silk is not responsible for lost, stolen, or left-behind property.
12. Outside Vendors

Any outside vendors (photographers, decorators, entertainers, etc.) must be approved in
advance and comply with all venue policies. Vendors are required to provide proof of insurance
prior to the event. Potpourri of Silk reserves the right to deny access to any vendor who does
not comply with these requirements.

13. Event Timing & Overtime

Event start and end times are strictly enforced. Any use of the space beyond the contracted end
time, even partially, will incur overtime charges equal to the full rental fee of the selected space
and will be billed immediately.

14. Children & Supervision

Children must be supervised at all times. Potpourri of Silk is not responsible for supervision or
safety of minors. Client assumes all responsibility for the conduct and safety of children
attending the Event.

15. Indemnification

To the fullest extent permitted by Texas law, Client shall indemnify, defend, and hold harmless
Potpourri of Silk, its owners, officers, employees, agents, and contractors from any claims,
damages, liabilities, costs, or expenses arising out of or related to Client’s Event, except to the
extent caused by the gross negligence or willful misconduct of Potpourri of Silk. This obligation
survives the Event.

16. ADA Compliance

The venue complies with applicable ADA requirements. Client is responsible for informing
guests of the venue’s accessibility features and limitations.

17. Photo & Media Release

Client grants Potpourri of Silk permission to photograph or record the Event for promotional or
archival use unless written notice is provided prior to the Event.
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18. Force Majeure

Neither party shall be liable for failure or delay in performance due to events beyond reasonable
control, including acts of God, severe weather, utility failures, government orders, fire, or labor
disputes. Payments made shall be applied to a rescheduled date within twelve (12) months,
subject to availability. Refunds are not guaranteed.

19. Governing Law & Dispute Resolution

This contract is governed by the laws of the State of Texas. Any disputes or claims related to
this contract will be resolved through binding arbitration with one arbitrator under the rules of the
American Arbitration Association. The arbitration will take place in Dallas County, Texas, unless
both parties agree otherwise or extraordinary circumstances exist. By agreeing to this contract,
the Client gives up the right to a trial by jury or court.

The decision of the arbitrator can be enforced in any court. The party that wins any arbitration or
legal action related to this contract will be entitled to recover attorneys’ fees, expert fees,
arbitration costs, and interest. Additionally, the Client agrees to pay attorneys’ fees and interest
if Potpourri of Silk needs to take action to collect any money owed under this contract.

20. Entire Contract & Authority

This Contract constitutes the entire agreement between the parties and may only be amended
in writing signed by both parties. The undersigned are authorized to enter into this Contract and
agree to be jointly and severally liable.

21. Additional Documentation
Each of the following items is incorporated herein and made a part of this Contract by reference:

Event Detail

Contract

Menu Page

Venue Rules Addendum (initialed by Client)

Please sign below and return this Contract together with your payment of the Initial Deposit.

Signatures
Client: Date:
Potpourri of Silk Authorized Representative: Date:
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POTPOURRI OF SILK
Venue Rules & Event Details Addendum
(To be attached to and incorporated into Event Contract)

Event Date:

Client Name:

1. Venue Rules Addendum
Please initial each section to acknowledge understanding and agreement:
Guest Supervision: All children must be supervised at all times.

Decorations: All decorations must be free-standing. Confetti, glitter, rice, fog machines,
sparklers, open flames, and adhesives are prohibited. All decorations must be removed at the
end of the event.

Food & Beverages: All food and beverages are provided by Potpourri of Silk unless
otherwise approved in writing. One outside dessert may be allowed with prior approval.

Alcohol: Alcohol is not permitted unless approved in writing. Client assumes all liability for
alcohol served.

Outside Vendors: All outside vendors must be approved and comply with venue policies.

Event Timing: Events must start and end at contracted times. Overtime charges apply for
exceeding scheduled end time.

Damage & Cleanup: Client is responsible for damage caused by guests or vendors, as
well as any excessive cleanup.

Personal Property: Potpourri of Silk is not responsible for lost, stolen, or left-behind
items.

Client Signature: Date:
Potpourri of Silk Representative: Date:
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POTPOURRI OF SILK
Venue Rules & Event Details Addendum
(To be attached to and incorporated into Event Contract)

2. Event Details

Client:

Address:

Phone:

Email:

Event Date: Event Time:

to

Occasion: Guest Count:

Deposit Date: Amount Paid:

Final Payment Date: Amount Paid:

Notes:
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POTPOURRI OF SILK
Venue Rules & Event Details Addendum
(To be attached to and incorporated into Event Contract)

3. Menu Details & Pricing

Contract #:

Client Name: Event Date:
Tea Tower:

Pastries: Sandwiches:

® Pastry 1: ® Sandwich 1:
® Pastry 2: ® Sandwich 2:
® Pastry 3: ¢ Sandwich 3:
Teas:

* Teat: * Tea2:
Soup/Salad: [ [Yes [ INo

Soup: Salad:

Bottle Service: [ |Yes INo

Cake Cutting Service: [ |Yes " INo

Additional 30 minutes of Set Up or Tear Down Time: [ |Yes " INo

Food & Venue Subtotal: $

20% Gratuity: $

8.25% Sales Tax: $

Post-Tax Subtotal: $

Deposit Paid: $

Balance Due: $
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