Wedding Terms and Conditions

Room Hire

Firth Hall, Firth Court £1,000
Seats up to a maximum of 160 people for a wedding breakfast
Accommodates up to 300 people for an evening reception

The Common Room, University House £350
Seats up to a maximum of 140 people for a wedding breakfast
Accommodates up to 250 people for an evening reception

The International Food Court, University House £350
Seats up to a maximum of 200 people for a wedding breakfast
Accommodates up to 300 people for an evening reception

We also have a variety of smaller rooms available for more intimate celebrations.
Room hire from £90.

All tariffs quoted are for a full day celebration. We also offer reduced room hire
charges for daytime or evening only celebrations in University House.

Guest Numbers

In order to assist you in choosing the most suitable room for your celebration, we
require an approximate number of guests when you confirm your booking. We then
require you to provide us with a working number of guests one month before your
wedding day, with final numbers required ten days before your wedding date.

We will always attempt to accommodate any last minute changes wherever
possible. However, any reduction in numbers made less than ten days before the
wedding date will be chargeable.

Menus

You can download a copy of our sample wedding breakfast menus and evening
buffet menus. However, we pride ourselves on offering a totally personalised
service and encourage you to meet with our Chef to plan a menu that is totally
bespoke.

Please note that it is only possible to serve one menu per party. We will happily
accommodate vegetarian guests and any guests with special dietary requirements,
provided this information is supplied when you confirm your final numbers.
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Licensing

We are licensed to serve alcohol until 12 midnight as standard. However, we can
organise a license extension until 1.00am if desired for a charge of £75.00.

In some of our locations we do not have a fixed bar, however we offer a full bar
facility from a mobile bar unit, including draught products.

Please note that we are only licensed for consumption of alcohol purchased on the
premises, anyone found consuming their own alcohol on the premises will be
ejected.

With prior notice we are able to arrange for you to supply your own wine with a
corkage charge of £5.00 (+ VAT) per bottle.

Seating Arrangements

We would be very happy to discuss your table arrangements with you and can
provide a suitable plan depending on your requirements and the space available
within your chosen room.

Etiquette

The management reserves the right to refuse admission and to remove from the
premises any person whose conduct is considered to be unacceptable in the
opinion of the Duty Manager, or whose behaviour is causing offense or upset to
other guests.

Booking Procedure

We will happily hold a venue provisionally, for up to seven days, to enable you to
reach a decision on your preferred choice of wedding venue. After seven days we
reserve the right to release the booking.

Confirmation and Payment

When you have decided that you would like to confirm your provisional booking,
we will ask you to provide a signed copy of the booking form below.

On receipt of this booking form you will be issued with an invoice requesting a

deposit to secure your booking. Deposits are non-refundable or transferable and
will be deducted from your final account.
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The deposit required for each venue is as follows:

Firth Court £1,000
The Common Room £350
The International Food Court £300

On receipt of your deposit a letter of confirmation will be sent to you.
The remaining balance will be payable after your wedding celebration.
Cancellation Policy

Once your booking has been confirmed, please be aware that your deposit is non-
refundable or transferable should you decide that you wish to cancel your booking.

In addition, should you cancel your wedding with less than three months notice the
following charges will also apply:

Between 90 and 30 days 50% of the anticipated total cost would be imposed.
Less than 30 days 75% of the anticipated total cost would be imposed.

The anticipated total cost would be based on numbers given by the client at the
time of confirmation.

In all instances, notification of cancellation must be made in writing and will be
effective on the date received by the University of Sheffield.
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Booking Form

Date of Booking: Venue required:
Number of guests (day): (night):
Name of Bride: Name of Groom:

Contact Address:

Contact Telephone Numbers:

Landline:

Mobile:

Declaration

| wish to confirm my booking for the above date and venue. | confirm my
acceptance of the above terms and conditions and agree to adhere to the
conditions stated within.

Signed:

Bride:

Groom:

Date:
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