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DATE: Tuesday, May 19, 2026 

GROUP NAME: Prairie View at A&M University Meeting June 2026 

CONTACT: Laurette B. Foster 

E-MAIL: lbfoster@pvamu.edu 

PHONE: (936) 261-3533 

ADDRESS: 700 University Drive 

Prairie View, TX 77446 

SIGNOR: John Gardner 

E-MAIL: jpgardner@pvamu.edu 

PHONE: (936) 261-5910 

ADDRESS: PO Box 519 MS 3030 

Prairie View, TX 77446 

Please review the requirements of this Agreement to be certain that it conforms to your understanding of the accommodations and 
services required for the meeting. This Agreement is due on Thursday, May 21, 2026 and once accepted represents a definite and 
binding Agreement between Prairie View A&M University 

 

MEETING DATES AND GUEST ROOM BLOCK 
Once this contract is accepted, we will remove from our inventory and consider sold to you for your use room nights pursuant to the 
following arrival and departure pattern: 

 Prairie View at A&M University Meeting June 2026  
  Sun 06/07/2026 Mon 06/08/2026 Tue 06/09/2026 Wed 06/10/2026 
  Rooms Rate Rooms Rate Rooms Rate Rooms Rate 
Run of House  4 $189.00 55 $189.00 55 $189.00 55 $189.00 

Total Room Nights: 169 

Room rates quoted above are subject to occupancy tax (currently 15%). 

GUEST ROOM RATES 
Group room rates will be honored for your attendees two (2) days before group arrival and two (2) days after group departure based on 
availability. 

COMMISSION 
Room rates quoted above are non-commissionable, net rates, subject to occupancy tax, which is currently 15%.  Group represents and 
warrants that it has not engaged a broker and agrees to protect Hotel in the event a third party claims a commission.     

 
[initialed by Group] 

______________ 

SPECIAL CONCESSIONS  
In consideration of the entire value to the meeting event brings to Hotel, the following concessions based on Prairie View A&M University
achievement of at least 90% or greater of the total anticipated guest room revenue. If the actual total guest room revenue for the meeting 
materializes at less than 90%, these concessions will be reduced proportionally based on conversation with Prairie View A&M University. 

18-Day Cutoff 
10% Cumulative Attrition 
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ROOM RESERVATION PROCEDURES ROOMING LIST
From the moment this contract is accepted, we will be holding your contracted guest room block for the use of your attendees. Hotel 
has no obligation to provide room nights beyond those contained in the room block. 

In order to assign individuals to specific rooms, room reservations will be required.  A rooming list is required in order to facilitate your 
Thursday, May 21, 2026. This list should include guest name, email 

address (if any), requested type of room, requested bed type (i.e. king, double queen or suites) check-in and check-out dates, and VIP 
status. Any requests for special room arrangements should be indicated on the rooming list.   Hotel does not confirm reservations to the 
individual in writing.   

Room reservations made without identification as part of Group block and/or at rates less than the Group block rates specified in this 
contract will not be credited to your block for purposes of any calculation of attrition.  Group must separately provide Hotel with any 

 

On Thursday, May 21, 2026, all room nights which have not been reserved as described above will be deemed to be room nights 
which Group will not use, and they will become subject to the attrition provisions herein. Such room nights will at that date be returned 
to Hotel's general inventory. Reservation requests from your attendees received less than thirty days prior to your arrival date will be 
accepted on a space available basis, at the higher of the contract rate or rate available at that time. Should such requests be accepted, 
such room nights will be credited to your block for purposes of any calculation of attrition. 

CHECK-IN I CHECK-OUT 
Guest accommodations will be available at 3:00 pm on arrival day and reserved until 12:00 PM on departure day.  Hotel would appreciate 
receiving flight arrival times for Group, if available.  Any attendee wishing special consideration for late checkout should inquire at the 
front desk on the day of departure. Should Hotel allow for late check-out, it may impose a late departure fee.    

GUEST ROOM CHARGES 
IPO  
It is our understanding that your guests will pay their own account upon departure. Group assumes full and sole responsibility for informing 

-in, each guest will be required to present a 
valid credit card, on which an amount of sufficient pre-authorization can be obtained to cover the room and tax charges and Hotel fees 

ld any guest not settle his or her account in 
or any reason 

 amounts owed, Hotel will charge the room rate, tax charges and 
Hotel fees to the Master Account. 

FOOD & BEVERAGE I MEETING REQUIREMENTS / BANQUET EVENT ORDER REQUIREMENTS 
Though we usually charge for usage of our function space, Hotel will provide all of the function space you require in accordance with the 
schedule of events which is described below on a complimentary basis in recognition of the revenue we will derive from the provision of 
room nights and food and beverage services and ancillary services hereunder. Hotel reserves the right to adjust function space.  Details 
and menu item selections are due ten (10) days prior to the event date(s).  Please ensure that the schedule below includes all space 
necessary to accommodate set-up and break-down times, all audio-visual needs, head tables and displays.   

Group shall sign a Banquet Event Order (BEO) reflecting details and attendance for each function during the event.  If a BEO is not signed 
for a particular function within ten (10) business days prior to such function, the Hotel will release that function space. Group will provide 
the final number of attendees for each function no later than ten (10) business days prior to such function. This number will represent the 
minimum guaranteed attendees for that function. If menu selections are not completed prior to ten (10) business days prior to such 
function, chef select menus will be utilized. If any event is cancelled within ten (10) business days of its scheduled starting time the Group 
agrees to pay Hotel 100% of the revenue guaranteed at ten (10) business days. 

Should you desire additional food and beverage services and/or meeting space beyond that specified in the schedule of events below, 
please advise us as soon as possible so that we may attempt to secure such additional space for your use.  Additional space, based on 
availability, may incur a room rental fee(s). Hotel reserves the right to make reasonable substitutions in meeting and banquet rooms 

 be disseminated by 
 

Date Start Time End Time Function AGR 
Mon 06/08/2026 8:00 AM 11:00 AM Setup 60 
Mon 06/08/2026 12:00 PM 1:00 PM Lunch 60 
Mon 06/08/2026 1:00 PM 5:00 PM Meeting 60 
Mon 06/08/2026 6:00 PM 8:00 PM Dinner 60 
Tue 06/09/2026 8:00 AM 5:00 PM Meeting 60 
Tue 06/09/2026 12:00 PM 1:00 PM Lunch 60 
Tue 06/09/2026 6:00 PM 8:00 PM Dinner 60 
Wed 06/10/2026 8:00 AM 5:00 PM Meeting 60 
Wed 06/10/2026 12:00 PM 1:00 PM Lunch 60 
Thu 06/11/2026 8:00 AM 9:30 AM Breakfast 60 
Thu 06/11/2026 9:30 AM 12:00 PM Meeting 60 
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ATTENDANCE GUARANTEE
Group must submit to the Hotel, a minimum guarantee of guests by 12:00 noon, ten (10) business days in advance to the scheduled 

umber, 
or the number of guests served, whichever is greater. If the Hotel does not receive your guaranteed number by the Guarantee Date, the 
expected count, as set forth in the Event Information above, will automatically become your guaranteed number. 

ity service 
and cuisine, increases in your guaranteed number after 12:00 noon, ten (10) business days prior to your Event, will be subject to a two-
hundred fifty dollar ($250.00) service charge or an additional fifteen percent (15%) surcharge on the food and beverage price, whichever 
is greater. 

Additionally, any room set changes requested or required inside 72 hours in advance to the scheduled event, will require an additional 
staff fee. 

ROOM BLOCK AND SERVICES COMMITMENT 
When you contract for a block of rooms and meeting facilities and for food and beverage services, those room nights, facilities and 
services are removed from our inventory and considered sold to you, and Hotel makes financial plans based upon the revenues it expects 
to achieve from your full performance of the contract. It is impossible for Hotel to know in advance whether or under what circumstances 
or at what rates it would be able to resell your contracted room nights, services or facilities if you do not use them, either as the result of 
a cancellation of your meeting or as the result of less than contracted room block usage, or less than contracted usage of food and 
beverage functions ("attrition").  In most instances, when groups do not use their contracted room nights or services, Hotel is unable to 
resell those room nights or services and even when room nights or services are resold, they are generally not resold at the same rates, 
may be resold to groups which would have utilized Hotel at another time, are not resold to groups that have the same needs as the 
original group, etc. Even when rooms or services may be resold, it is costly to re-market the rooms and facilities, and such efforts divert 

oms and facilities at other times.  While your room block has been held out of our 
inventory, we may have turned away more lucrative groups in order to meet our commitment to you.   

For all these reasons and others, we agree that in the event of cancellation or attrition, the charges set out in the paragraphs below, which 
represent a reasonable effort on behalf of Hotel to establish its loss prospectively, shall be due as liquidated damages. Because Hotel 
reasonably expects to derive revenue from your meeting above and beyond that revenue derived from the provision of room nights and 
food and beverage services, and because it is difficult to estimate the actual revenue which may be derived from your meeting, the 
amounts due as and for liquidated damages are intended to compensate Hotel for all of its losses associated with cancellation and/or 
attrition.  

ANTICIPATED ROOM NIGHT REVENUE FIGURES 
At this time, Hotel is holding 169 room nights for your use over the contracted dates, which will generate total revenues of $31,941.00. 
These Anticipated Room Night Revenue Figures
(currently 15%, subject to change). All revenue figures are net and not inclusive of taxes, service charge or commissions.  

ATTRITION  
As a means of aiding Group in determining the correct guestroom block, Hotel will allow a total of 10% maximum slippage without 
fees.  In order to utilize attrition, Hotel must receive notice of allowable attrition in writing on or before Thursday, May 21, 2026 (Eighteen 
(18) days prior to arrival). 

Attrition is based on a cumulative basis.  This slippage will be based on the original block established by this Agreement.  In 
determining whether Group has fulfilled its obligations, Hotel will take into account early arrivals or late departure guestrooms.  Attrition 
does not include or apply to any guestroom suites. 

Attrition not exercised eighteen (18) days prior to arrival is considered forfeited and the guestroom block and food and beverage 
functions will remain as part of the anticipated contracted block. The attrition fee, including taxes and services charges, will be 
automatically posted to the Master Account, if applicable, or billed to Group at the conclusion of the meeting and is payable as provided 
in this Agreement. 

BANQUET FOOD AND BEVERAGE REVENUE FIGURES 
Banquet food and beverage minimum is $23,580.00 Banquet Food and Beverage 
Revenue Figures
Food and Beverage spend will be billed as meeting room rental. All food and beverage functions are subject to a service charge of 26%  
and event fee of 8% (each of which are subject to 8.25% sales tax). This service charge does not represent a tip for wait staff employees, 
service employees or service bartenders and is retained by the Hotel and posted to the master account. All revenue figures are net and 
not inclusive of taxes, service charge or commissions. In the event there is no cancellation, but the Banquet Food and Beverage Revenue 
Figures are not achieved, the difference will be posted to the Master Account, plus tax and service charge. 

CANCELLATION 
The parties understand and agree that cancellation of this entire program after acceptance of the Agreement will cause substantial 
damages to Hotel, including, but not limited to, the loss of other meeting reservation opportunities.  Therefore, you agree that if it becomes 
necessary to cancel your event, change the date, cancel or reduce the scope of any catered food and beverage functions, reduce the 
number of guest rooms beyond the allowable attrition or fail to utilize and pay for the full number of Meeting Packages, Day Guest Charges 
and/or individual guest rooms on a per night basis, after your acceptance of this Agreement, Group shall pay the following fees as 
liquidated damages, not as a penalty, to Hotel. 
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Date of Receipt of Written Notice of Cancellation*: Fees**:
365 business days or more before scheduled arrival   50% of Total Lost Revenue** 
181 business days to 364 business days before scheduled arrival 70% of Total Lost Revenue** 
91 business days to 180 business days before scheduled arrival 80% of Total Lost Revenue** 
46 business days to 90 business days before scheduled arrival  90% of Total Lost Revenue** 
0 business days to 45 business days before scheduled arrival   100% of Total Lost Revenue** 

Payment of the cancellation fee and the applicable taxes and service charges is due at the time notice is given to Hotel.  If 
payment is not received within ten (10) business days of the giving of notice, the amount owed will continue to increase as if 
notice had not yet been received. For example, if notice is given one hundred-eighty-five (185) business days before scheduled 
arrival but payment has not been received by one hundred-sixty-five (175) business days before scheduled arrival, the fee due 
will be 80% of Anticipated Room Night Revenue Figures and Banquet Food and Beverage Revenue Figures, plus applicable 
taxes and service charges instead of 70% of Anticipated Room Night Revenue Figures and Banquet Food and Beverage 
Revenue Figures, plus applicable taxes and service charges. If payment has still not been received ninety (90) business days 
before scheduled arrival, the fee due will be 90% of Anticipated Room Night Revenue Figures and Banquet Food and Beverage 
Revenue Figures, plus applicable taxes and service charges due, and so on. 

** TOTAL LOST REVENUE 
It is agreed Total Lost Revenue equals total revenue to have been generated from the day guest packages, individual 
guestrooms, resort fee, recreation, and catered food and beverage functions to be calculated on a per night/day basis including 
service charges and applicable taxes.  If after acceptance of this Agreement the scope of the program increases by the addition 
of program elements such as, but not limited to, increased room block via the rooming list, the addition of catered food and 
beverage functions, teambuilding or recreational events, or other elements, it is agreed such elements are to be included in the 
calculation of Total Lost Revenue.  Fees shall be due and payable upon receipt of invoice. Service charge (currently 26%, subject 
to change), Event Fee (currently 8%, subject to change) and applicable sales tax (currently 8.25%, subject to change) will be 
applied to full cancellation charges. 

FORCE MAJEURE 
No damages shall be due for a failure of performance occurring due to Acts of God, war, terrorist act, government regulation, riots, 
disaster, or strikes, any one of which make performance impossible. Hotel shall have no liability for power disruptions of any kind. 

BILLING PROCEDURES AND DEPOSIT SCHEDULE 
The following items shall be charged to the Master Account: banquet food and beverage charges (including the difference between actual 
charges and the Anticipated Room Night Revenue Figures and Banquet Food and Beverage Revenue Figures), attrition charges, meeting 
space rental charges (if any), cancellation charges, and any other charges billed to the Master Account at the request of the authorized 
representative of Group, as designated by Group in advance of the commencement of the meeting. Moreover, all third party charges for 
services and/or supplies, not directly supplied by Hotel, will be billed to the Master Account whether they have been arranged for by Hotel 
or directly by Group.  A handling fee in the amount of twenty-five percent of all third party charges will be assessed if placed on the Master 
Account. Group further agrees that all charges associated with use of the grounds, function space, facilities and services of Hotel by its 
vendors shall be posted to the Master Account.  

A final bill, containing receipts and other back-up information, will be e-
Master Account charges may be paid in the form of cash, check or bank transfer.  All Master Account charges not paid within ten (10) 
business days of the billing date will bear interest at the lower of the rate of 1.5% per month, compounded monthly, if permissible by law, 
or the highest rate permissible by law.  Should Hotel, in its sole discretion, deem collection action necessary in regard to outstanding 

r Account. 

The deposits and payments outlined in the table below are due as indicated. The deposits and payments will be applied to your Master 
Account in the form of credits. 

Transaction Type Charge Type Date Amount  

 Charge 1st Deposit Due with Signed Contract $31,597.20 

 Charge Final Deposit 3 business days prior to arrival if paying via CC. 
14 days prior to arrival if paying via Check/Wire Transfer. 

Final Estimated 
Remaining Balance 
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PAYMENT METHOD

__________ Option 1: Check or Wire Transfer 
If direct billing is not established, Group is required to pay 100% of the estimated bill prior to arrival. 

Payment by check or wire transfer: Group is required to pay 100% of the estimated bill by check or wire transfer two (2) weeks prior to 
arrival. Group final bill will be settled upon departure using the credit card on file.  Group will be sent an itemized zero balance invoice 
within ten (10) business days after departure. Group shall notify Hotel of any disputed charges within ten (10) business days of receipt of 
the invoice. Thereafter, Group shall be deemed to have waived its right to dispute such charges. 

__________ Option 2: Credit Card 
If direct billing is not established, Group is required to pay 100% of the estimated bill prior to arrival. 

Payment by credit card.  Group is required to pay 100% of the estimated bill three (3) business days prior to the start of the program. 
Group will be settled upon departure using the credit card on file. Group shall notify Hotel of any disputed charges within ten (10) business 
days of receipt of the invoice. Thereafter, Group shall be deemed to have waived its right to dispute such charges. A credit card 
convenience fee of 3% will be charged on all transactions paid by credit card or purchasing card. 

AUDIO/VISUAL REQUIREMENTS 
Audio/visual is currently provided by AVmedia, Inc., in-house that features state-of-the-art equipment and trained technicians. It is the 
policy of Hotel that all audio/visual requests are to be directed through your Conference Planning Manager at Hotel. Subcontracting or 
providing your own audio/visual equipment and/or services is not recommended and will result in additional servicing fees . Clients that 
subcontract or provide their own audio/visual equipment will accept any and all liability for such equipment. The Group will hold Hotel 
harmless for any loss or damage. Any subcontractor or outside contractor to be used by the Group must be approved in advance by 
Hotel. Prices quoted by AVmedia, Inc. are subject to a 26% service charge (which is subject to 8.25% tax). This service charge does not 
represent a tip for wait staff employees, service employees or service bartenders and is retained by the Hotel. 

OUTSIDE CONTRACTORS 
Hotel offers all services necessary for a successful meeting.  However, if Group finds it necessary to use outside services, any companies, 
firms, agencies, individuals and groups hired by or on behalf of Group shall be subject to prior approval of Hotel. Upon prior reasonable 
notice to Hotel from Group, Hotel shall cooperate with such contractors and provide them with facilities at the premises to the extent that 
the use and occupancy of the facilities by the contractor does not interfere with the use and enjoyment of Hotel premises by other guests 

old Hotel 
harmless from any and all damages or liabilities which may arise by such Contractors or through their use. 

INSURANCE AND INDEMNIFICATION 
Hotel and Group each agree to carry and maintain and provide evidence of liability and other insurance in amounts sufficient to provide 
coverage against any claims arising from any activities arising out of or resulting from the respective obligations pursuant to this contract.  

rs will 
y action or omission of their individual 

attendees in conjunction with organized group activities.  Hotel is not responsible for any loss or damage no matter how caused, to any 
samples, displays, properties, or personal effects brought into Hotel, and/or for the loss of equipment, exhibits or other materials left in 
meeting rooms.   

Hotel reserves the right to approve all outside contractors hired for use by Group in Hotel, and may have a list of approved contractors 
and vendors.  Hotel must be notified in advance of any proposed vendor.  Hotel reserves the right to advance approval of all specifications, 
including electrical requirements, form all outside contractors, and to charge a fee for outside services brought into Hotel.  Group and/or 

ll work on Hotel premises and proof of 
ly with all 

other similar requirements Hotel deems appropriate, in its sole discretion, regarding use of function space, facilities and use of Hotel 
services.   

Hotel shall indemnify, defend and hold harmless Group and its officers, directors, partners, agents, members and employees from and 
 fees 

e of Hotel 

Hotel shall not have waived or be deemed to have waived, by reason of this paragraph, any defense which it may have with respect to 
such claims. 

Group shall indemnify, defend and hold harmless Hotel and its officers, directors, partners, agents, members and employees from and 
 fees 

negligence.  Group shall not have waived or be deemed to have waived, by reason of this paragraph, any defense which it may have with 
respect to such claims. 
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HOTEL POLICIES
Logo: Group shall not use the name, trademark or logo or any other proprietary designation of Hotel in any advertising or promotional 
material without the prior written permission of Hotel.  Group shall comply with the terms and conditions required by Hotel for such use.  

tion Services 
Department.  

ofessionally 
printed and their placement and posting be pre-approved by the Convention Services Department. Nothing shall be posted, nailed, 
screwed or otherwise attached to walls, floors, or other parts of the building or furniture. Distribution of gummed stickers or labels is strictly 
prohibited. 

Smoke Free Policy: Hotel is a smoke free hotel.  Restaurants on property that are not operated by Hotel may not participate in the smoke 
free policy.  To protect the smoke free environment, Hotel will post up to a $250 cleaning fee to the account of any guests who smoke in 

he smoke 
free policy in writing. 

Unattended Items/Additional Security (Liability for unattended items): Hotel cannot insure the security of items left unattended in function 
rooms.  Special arrangements may be made with Hotel for securing a limited number of valuable items.  If Group requires additional 
security with respect to such items or for any other reason, Hotel will assist in making these arrangements, and will incur an additional 
cost. All security personnel to be utilized during the Event are subject to Hotel approval. 

Shipping and Storage: Hotel requests that boxes not be delivered sooner than three (3) business days prior to the first meeting date of 
your conference. Please inform Hotel of the number of boxes being shipped and the expected arrival date. Hotel will provide you shipping 
guidelines and ensure expedited delivery service to Group. For your protection all parcels are stored in a secure area and must be signed 
for by an authorized representative of your conference upon delivery to a meeting.  

Storage and Handling fees for parcels are as follows: $5.00+ tax per box for shelf stored items. $25.00+ tax per crate or pallet and no 
charge for letter packages. A handling fee of $1.00 +tax will be charged for all incoming and outgoing boxes.  

Outdoor Events: The Hotel reserves the right to make the final decision to use indoor facilities in case of inclement weather on the day of 
the Event. We reserve the right to change the backup room. Outdoor entertainment must be pre-approved. The following laws and 
regulations shall also apply to this agreement: Outdoor functions must conclude at 11:00 pm and Outdoor functions have a volume 
restriction of 102 decibels. 

AUTHORITY 
The persons signing the agreement on behalf of Hotel and Group each warrant that they are authorized to make agreements and to bind 
their principals to this agreement. 

MISCELLANEOUS PROVISIONS 
This contract is made and to be performed in The Woodlands, Texas, and shall be governed by and construed in accordance with Texas 
law. By executing this agreement, Group consents to the exercise of personal jurisdiction over it by the courts of the State of Texas. This 
contract is the entire agreement between the parties, superseding all prior proposals both oral and written, negotiations, representations, 
commitments and other communications between the parties, and may only be supplemented or changed in writing, signed by a 
representative of Group and representative of Hotel. No representative of Hotel has been or is authorized to make any representation 
which varies from the express terms of this contract, though this contract may be supplemented or amended in writing. Group may not 
assign any benefits arising under or associated in any way with this contract without prior consent of Hotel. In the event of litigation arising 
from or associated with this contract, the parties agree that the prevailing party therein shall recover its attorneys' fees and costs incurred 
therein. Any legal action in connection with this agreement shall be brought or maintained only in the courts of the State of Texas, and 
only in Montgomery County. No food and/or beverage of any kind will be permitted to be brought into Hotel, or any suite used as a 

 

ACCEPTANCE 
This contract shall be deemed accepted only after it has been signed by a representative of Group and thereafter signed by a 
representative of Hotel. Acceptance may be made by facsimile transmission and this contract may be executed in one or more 
counterparts, each of which when fully executed, shall be deemed to be an original, and all of which shall be deemed to be the same 
agreement. 
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ELECTRONIC SIGNATURE 
The Parties intend to enter into this Agreement with electronic signatures and consent to entering into this Agreement with electronic 
signatures.  The Parties hereby agree that the electronic signature of a Party to this Agreement shall be as valid as an original handwritten 
signature of such party to this Agreement and shall be effective to bind such party to this Agreement.  The Parties agree that this 

by the Parties to the same extent as if signed by the Parties with original handwritten signatures, and (iii) to constitute a record established 
and maintained in the ordinary course of business and an original written record when printed from electronic files, even though containing 
electronic signatures.  
in any judicial, arbitral, mediation or administrative proceeding, will be admissible as between the Parties to the same extent and under 
the same conditions as other original business records containing original handwritten signatures and created and maintained in 
documentary form.  Neither Party shall contest the admissibility of true and accurate copies of this Agreement as signed by the Parties 
with electronic signatures on the basis of the best evidence rule or as not satisfying the business records exception to the hearsay 
rule. For purposes hereof
or other record intended to serve as a manual signature. 

By signing below, you acknowledge that you have read and considered the Terms and Conditions and Billing and Cancellation Pol icies 
set forth in this Agreement as well as any attachments. You further acknowledge and agree to be bound by these Terms and Conditions.  
This Agreement may not be amended or modified except by a written document executed in the same manner as this Agreement. 

We look forward to working with you and to hosting a memorable event. 

By Prairie View A&M University authorized representative: 

                                                            Date:                                  
John Gardner 
Prairie View A&M University 

By the authorized representative of Embassy Suites by Hilton  
 

By:        Date:       
Name: Teresa Buntyn     
Title: Complex Group Sales Manager     

By:        Date:       
Name: Melissa Kaiser     
Title: Complex Director of Sales      
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Associate Vice President for Student Success


