general information, policies and procedures

ADMINISTRATIVE CHARGE* AND SALES TAX

FOOD & BEVERAGE REGULATIONS

 $GPLQLVWUDWLYHFKDUJH LVWD[DEOHLQWKH6WDWHRI$UL]RQD

 $OOIRRGDQGEHYHUDJHLWHPVDUHVXEMHFWWRDGPLQLVWUDWLYHFKDUJH DQGDSSOLFDEOH$UL]RQDVDOHVWD[

All food and beverage items served within Phoenix Convention Center must be prepared and presented by
Aventura…A Premier Catering Company. This includes requests for exhibitor amenities such as logo-bottled
water, hard candies, etc. Local health code regulations prohibit guests from removing remaining food and
beverage from the Convention Center.

 7D[H[HPSWFHUWLÀFDWHV 6WDWHRI$UL]RQD PXVWEHRQÀOHSULRUWRWKHHYHQW
 LQGLFDWHVWKHDGGLWLRQRIDGPLQLVWUDWLYHFKDUJH DQGDSSOLFDEOHVDOHVWD[

Aventura, as a licensee, is responsible for the administration of the sale and service of all alcoholic beverages
in accordance with the Arizona Department of Liquor Licenses and Control. Therefore, in compliance with
the state law, all beer, wine and liquor must be supplied and served by Aventura.

 LQGLFDWHVWKHDGGLWLRQDQGDSSOLFDEOH$UL]RQDVDOHVWD[ FXUUHQWO\

EVENT PLANNING

DELIVERY FEES

 $GPLQLVWUDWLYHFKDUJH DQGVDOHVWD[DUHVXEMHFWWRFKDQJHZLWKRXWQRWLFH

)ood %everage 2rder 6peciÀcations
7RLQVXUHWKHSURSHUSODQQLQJRI\RXUHYHQWZHNLQGO\UHTXHVWWKDWDOOIRRGDQGEHYHUDJHVSHFLÀFDWLRQVEH
UHFHLYHGLQZULWLQJE\RXURIÀFHQRODWHUWKDQGD\VSULRUWRWKHGDWHRI\RXUÀUVWVHUYLFH2UGHUVUHFHLYHG
ZLWKLQGD\VRIWKHÀUVWVFKHGXOHGVHUYLFHZLOOLQFXUDODWHDGPLQLVWUDWLYHFKDUJH

$OOFDWHULQJRUGHUVRUUHRUGHUVWRWDOLQJOHVVWKDQ H[FOXGLQJDGPLQLVWUDWLYHFKDUJH DQGVDOHVWD[ 
ZLOOUHVXOWLQDGHOLYHU\IHH

&onÀrmation of 2rders
8SRQUHFHLSWRIDOOZULWWHQIRRGDQGEHYHUDJHIXQFWLRQVSHFLÀFDWLRQV\RXU$YHQWXUD6DOHV3URIHVVLRQDOZLOO
UHYLHZWKHPDQGLQWXUQSURYLGHWKHFXVWRPHUZLWKZULWWHQFRQÀUPDWLRQRIVHUYLFHVRUGHUHG$VHSDUDWH
HYHQWRUGHUZLOOEHLVVXHGWRWKHFXVWRPHUIRUHDFKLQGLYLGXDOVHUYLFHDORQJZLWKDFRQWUDFWRXWOLQLQJVSHFLÀF
agreements between the customer and the caterer, Aventura. Signed event orders must be received by
$YHQWXUDQROHVVWKDQGD\VSULRUWRWKHÀUVWHYHQW1HZFXVWRPHUVERRNLQJVKRUWWHUPHYHQWV ZLWKLQ
days of the event’s start date) must review, sign and return event order upon their receipt.

Guarantees

$YHQWXUD·V6HUYLFH$JUHHPHQW FRQWUDFW RXWOLQHVVSHFLÀFDJUHHPHQWVEHWZHHQWKHFXVWRPHUDQGWKHFDWHUHU
7KHVLJQHG6HUYLFH$JUHHPHQWPXVWEHUHFHLYHGE\$YHQWXUDQRODWHUWKDQGD\VLQDGYDQFHRIWKHÀUVW
VFKHGXOHGHYHQW,IWKHVLJQHG6HUYLFH$JUHHPHQWLVQRWUHFHLYHGDWOHDVWGD\VSULRUWRWKHÀUVWVFKHGXOHG
event, menu prices are subject to change. The event orders, when completed, will form part of your contract.

PAYMENT POLICY
Deposits
Aventura policy requires full payment (100%) of total estimated charges in advance.
Acceptable Forms of Payment
Company check, American Express, Visa, MasterCard and Discover are considered acceptable forms of
SD\PHQW,ISD\PHQWLVUHFHLYHGZLWKLQOHVVWKDQÀYH  EXVLQHVVGD\VSULRUWRWKHHYHQWFHUWLÀHGIXQGVRU
credit card payment will be required. If company check is utilized for payment, a credit card will be required
to facilitate on site additions and changes to existing orders.

CATERING GUIDELINES
7RHQVXUHWKHVXFFHVVRI\RXUHYHQW V LWLVQHFHVVDU\ZHUHFHLYH\RXUÀQDOJXDUDQWHH FRQÀUPHGDWWHQGDQFH 
for each meal function according to the following schedule:
 (YHQWVXSWRSHRSOHUHTXLUHWKHÀQDOJXDUDQWHHWKUHH  EXVLQHVVGD\VSULRUWRWKHGDWHRIWKHÀUVWHYHQW
 (YHQWVEHWZHHQSHRSOHUHTXLUHWKHÀQDOJXDUDQWHHÀYH  EXVLQHVVGD\VSULRUWRWKHGDWHRIWKHÀUVWHYHQW
 (YHQWVRYHUSHRSOHUHTXLUHWKHÀQDOJXDUDQWHHWHQ  EXVLQHVVGD\VSULRUWRWKHGDWHRIWKHÀUVWHYHQW
3OHDVHQRWHWKHDERYHVFKHGXOHH[FOXGHVZHHNHQGVDQGKROLGD\V2QFHÀQDOJXDUDQWHHVDUHVXEPLWWHGWKHFRXQW
PD\QRWEHGHFUHDVHG7KHFXVWRPHUZLOOEHELOOHGEDVHGRQWKHÀQDOJXDUDQWHHRUWKHDFWXDOQXPEHURIPHDOV
served whichever is greater. Aventura will make every attempt to accommodate increases in your count after the
ÀQDOJXDUDQWHHLVGXHKRZHYHUDQ\LQFUHDVHZLOOEHVXEMHFWWRDVXUFKDUJH$YHQWXUDZLOOEHSUHSDUHGWRVHUYH
3% above the guaranteed attendance but not to exceed 30 meals. The overset tables will not have pre-set food or
EHYHUDJH9HJHWDULDQVHOHFWLRQRURWKHUVSHFLDOPHDOVZLOOEHSDUWRIWKHÀQDOJXDUDQWHH3OHDVHLQFOXGHWKHVHFRXQWV
DVSDUWRI\RXUÀQDOJXDUDQWHH6SHFLDOPHDOVUHTXHVWHGRQVLWHZLOOEHDGGHGWR\RXUÀQDOELOO
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GENERAL INFORMATION, POLICIES AND PROCEDURES

MINIMUM REQUIREMENT FOR TABLE SERVICE
There is a minimum guarantee of 50 people for table service or buffet meal. If the guaranteed attendance is less than
SHRSOHDDGPLQLVWUDWLYHFKDUJH ZLOOEHDSSOLHG

TABLE STANDARDS

TIMETABLES

Our standard sit down and buffet service is planned for round tables of ten (10) people. Our standard service ratio is:

60 days

45 days

30 days

10/5/3 days

 VLWGRZQVHUYLFH_RQH  VHUYHUSHUJXHVWV

Signed Catering
6HUYLFHV$JUHHPHQW
and initial deposit due

Food & Beverage
VSHFLÀFDWLRQVGXH

Signed event orders
GXH

Final deposit
GXH

 EXIIHWVHUYLFH_RQH  VHUYHUSHUJXHVWV
An additional labor and linen fee will be applied for any set that requires tables that seat less than the standard. The
IHHVDVVHVVHGZLOOEHDFFRUGLQJWRWKHDGGLWLRQDOZDLWVWDIIUHTXLUHGWRVHUYLFHWKHHYHQWDWIRUWKHILUVWIRXUKRXUV
DQGIRUHDFKDGGLWLRQDOKRXUSHUVHUYHUSOXVDSSOLFDEOHVDOHVWD[

innovative cuisine | dramatic presentation | impeccable service

innovative cuisine | dramatic presentation | impeccable service

*administrative charge is not intended to be a tip, gratuity, or service charge for the beneﬁt of employees and no portion of this administrative charge is distributed to employees
**Consuming raw or undercooked meats, poultry, seafood, shellﬁsh, or eggs may increase your risk of foodborne illness.

*administrative charge is not intended to be a tip, gratuity, or service charge for the beneﬁt of employees and no portion of this administrative charge is distributed to employees
**Consuming raw or undercooked meats, poultry, seafood, shellﬁsh, or eggs may increase your risk of foodborne illness.
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days of the event’s start date) must review, sign and return event order upon their receipt.
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PAYMENT POLICY
Deposits
Aventura policy requires full payment (100%) of total estimated charges in advance.
Acceptable Forms of Payment
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SD\PHQW,ISD\PHQWLVUHFHLYHGZLWKLQOHVVWKDQÀYH  EXVLQHVVGD\VSULRUWRWKHHYHQWFHUWLÀHGIXQGVRU
credit card payment will be required. If company check is utilized for payment, a credit card will be required
to facilitate on site additions and changes to existing orders.
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7RHQVXUHWKHVXFFHVVRI\RXUHYHQW V LWLVQHFHVVDU\ZHUHFHLYH\RXUÀQDOJXDUDQWHH FRQÀUPHGDWWHQGDQFH 
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 7D[H[HPSWFHUWLÀFDWHV 6WDWHRI$UL]RQD PXVWEHRQÀOHSULRUWRWKHHYHQW

Our standard sit down and buffet service is planned for round tables of ten (10) people. Our standard service ratio is:

60 days

45 days

30 days

10/5/3 days

 VLWGRZQVHUYLFH_RQH  VHUYHUSHUJXHVWV

Signed Catering
6HUYLFHV$JUHHPHQW
and initial deposit due

Food & Beverage
VSHFLÀFDWLRQVGXH

Signed event orders
GXH

Final deposit
GXH

 EXIIHWVHUYLFH_RQH  VHUYHUSHUJXHVWV
An additional labor and linen fee will be applied for any set that requires tables that seat less than the standard. The
IHHVDVVHVVHGZLOOEHDFFRUGLQJWRWKHDGGLWLRQDOZDLWVWDIIUHTXLUHGWRVHUYLFHWKHHYHQWDWIRUWKHILUVWIRXUKRXUV
DQGIRUHDFKDGGLWLRQDOKRXUSHUVHUYHUSOXVDSSOLFDEOHVDOHVWD[
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innovative cuisine | dramatic presentation | impeccable service

*administrative charge is not intended to be a tip, gratuity, or service charge for the beneﬁt of employees and no portion of this administrative charge is distributed to employees
**Consuming raw or undercooked meats, poultry, seafood, shellﬁsh, or eggs may increase your risk of foodborne illness.

*administrative charge is not intended to be a tip, gratuity, or service charge for the beneﬁt of employees and no portion of this administrative charge is distributed to employees
**Consuming raw or undercooked meats, poultry, seafood, shellﬁsh, or eggs may increase your risk of foodborne illness.
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general information, policies and procedures

Our banquet service is based on the following time guidelines (doors open to doors closed, including program):
 %UHDNIDVW

KRXUV

 /XQFK

KRXUV

 'LQQHU

KRXUV

WE WELCOME YOU TO THE INNOVATION STUDIO… ENTER WITH AN IDEA, LEAVE WITH A PLAN!
6RRIWHQLQWKHSODQQLQJSURFHVVRXUFOLHQWVÀQGWKHPVHOYHVGHDOLQJZLWKVHYHUDOSRLQWVRIFRQWDFWWRFRRUGLQDWH
successful and memorable meetings and events. Aventura hopes to alleviate the added stress inherent in these
situations by providing you, our client, with one point of contact to manage the majority of your distinctive meeting
and special event needs. We have developed an exciting new concept to assist you in delivering a unique
experience to your guests: the Innovation Studio.

$Q\H[WHQGHGSURJUDPRUGHOD\LQVHUYLFHLVVXEMHFWWRDQDGGLWLRQDOODERUFKDUJHRISHUKRXUSHUZDLWVWDII
Please note that if your event includes a scheduled program, Aventura requires that you submit to your Aventura Sales
Professional a detailed timeline at least two (2) business days in advance of the respective event. The timeline should
include service start/break/end times and, if applicable, notation of time(s) when Aventura staff should be off the
VHUYLFHÁRRU3OHDVHEHDZDUHWKDWDQ\GHYLDWLRQIURPWKHVXEPLWWHGSURJUDPPD\QHJDWLYHO\LPSDFWIRRGDQGRU
event quality, and may result in the application of additional charges.

Housed in 1,400 square feet of inspired space, Aventura’s Innovation Studio affords you the opportunity to take your
meetings and events to new levels of interest and excitement. Conveniently located in the West Building at
Phoenix Convention Center, the Innovation Studio is an oasis of creative energy and individual expression.
7KHUH\RXZLOOÀQGDVKRZFDVHRIH[FHSWLRQDOHQKDQFHPHQWVDQGOHDGLQJHGJHWHFKQRORJ\VXUHWRGHOLJKW
your guests:

CHINA SERVICE

Aesthetic Enhancements

Spouse/Lifestyle Programs

Thematic Design

Branding Concepts

Guest Amenities

Working with local, national and global partners,
Aventura will provide you with a seemingly limitless
supply of suggestions and concepts that will generate
excitement among your guests, your sponsors and your
clients.

0HDOVHUYLFHVDUHVHUYHGZLWKFKLQDDQGJODVVZDUHXQOHVVRWKHUZLVHVSHFLILHGE\WKHFXVWRPHU&RQWLQHQWDOEUHDNIDVW
coffee services, refreshment breaksUHFHSWLRQV and exhibit hall catering are accompanied by biodegradable disposable
service ware.

LINEN SERVICE
Tables for meal functions are dressed appropriately with 90 x 90 linens. Tables requested for à la carte services,
continental breakfasts, boxed lunches, receptions and refreshment breaks as well as non-food functions may be
GUHVVHGZLWKDWDEOHFORWKIRUSHUWDEOH8SJUDGHGOLQHQSDFNDJHVDUHDYDLODEOH

BEVERAGE PURCHASE POLICY
:HSURXGO\VHUYH3HSVLSURGXFWV5HTXHVWVWRSXUFKDVHEHYHUDJHVRQFRQVXPSWLRQZLOOEHVXEMHFWWRDUHVWRFNLQJIHH

innovative cuisine | dramatic presentation | impeccable service

 VSHFLDOW\OLQHQVWH[WLOHV
 XSJUDGHGFKLQDÁDWZDUHJODVVZDUH
 ÁRUDODFFHQWV

 URRPGpFRU
 VWDJH VHWGHVLJQ
 OLJKWLQJRSWLRQV

event experiences

EXTENDED PROGRAM/SERVICE

 YHQXHWRXUV
 RIIURDGH[FXUVLRQV
 FRRNLQJFODVVHV

 GLJLWDOSURGXFWLRQV
 SULQWPDWHULDOV
 VSRQVRUVKLSRSSRUWXQLWLHV

 ZHOFRPHSDUWLQJJLIWV
 ORJREUDQGHGPDWHULDOV
 VSHFLDOL]HGVHUYLFHV

innovative cuisine | dramatic presentation | impeccable service
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