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Terms & Conditions

BOOKING & CONFIRMATION 

 A signed Event Agreement and a 25% non-refundable deposit are required to confirm your event. An additional 50% of the 
estimated total is due 14 days prior to the event. Events booked within 14 days require 75% of the estimated total upon 
signing. The remaining balance, including any consumption-based charges, will be invoiced following the event and is due 
within 7 business days. 

 

JPMorganChase Center (Floor 17): Tenant reservations for spaces are managed through CWP. Once your reservation has 
been approved and confirmed through CWP, Porter Hospitality will coordinate menu selection, event details, staffing, and 
all food and beverage services.*Outside clientsbook directly through Porter Hospitality. A signed Event Agreement 
and required deposit are needed before planning may begin and to confirm food and beverage services for the event. 

 

The Shop or Floor 19 at 1201: A signed Event Agreement and required deposit are needed to confirm your event date. 
Reservations are not considered confirmed until both the agreement and deposit have been received. 



GUEST COUNTS & MINIMUMS 

Minimum guest counts apply as noted on each menu page. A guaranteed guest count is due 10 business days prior to the 
event and is not subject to reduction. Charges are based on the guaranteed count or the actual attendance, whichever is 
greater. Increases within 72 hours are accommodated where possible and may incur additional charges. 



MENU SELECTIONS 

Final menu selections, service style, and event timeline are due 15 business days prior to the event. Substitutions may be 
made where seasonality, availability, or market conditions require, and equivalent selections will be confirmed in advance. 



ADMIN FEE & TAX 

All food, beverage, and service are subject to a 22% admin fee and applicable to Washington State and local sales tax. The 
service charge is not a gratuity and is not distributed as a tip to service employees. Additional labor charges may apply for 
extended service, early access, or specialty staffing. 



CANCELLATION & POSTPONEMENT 

Cancellation charges are calculated on the estimated total and are due upon notice: 


90+ days prior — deposit forfeited 

60–89 days — 50% of estimated total 

30–59 days — 75% of estimated total 

Under 30 days — 100% of estimated total 


Events may be rescheduled once, subject to availability, with written notice at least 45 days prior. Deposits are transferable 
to the rescheduled date. Peak-season dates may be subject to modified terms as noted in the event agreement. 

 

BEVERAGE SERVICE 

All alcoholic beverage service is provided exclusively by Porter Hospitality in accordance with Washington State Liquor 
and Cannabis Board regulations. Outside alcohol may not be brought onto the premises. Valid identification is required, 
and Porter reserves the right to refuse service at its discretion. Last call is 30 minutes prior to the scheduled event end. 



FOOD SAFETY & OUTSIDE FOOD 

Porter Hospitality is the exclusive food and beverage provider for catered events. Outside food and beverages are 
not permitted without prior approval. Approved outside food vendors must provide a valid Certificate of Insurance 
(COI) and may be subject to additional venue approval. In accordance with health regulations, prepared food may not be 
removed from the premises following service. 



DIETARY REQUIREMENTS 

Please advise your event manager of allergies and dietary requirements with your guaranteed count. While every reasonable 
accommodation is made, our kitchen handles common allergens and we are unable to guarantee an allergen-free 
environment. 
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Terms & Conditions

VENDORS, DELIVERIES & PROPERTY 

Vendor lists and delivery schedules are due 5 business days prior to the event to meet building security requirements. At 
1301, vendor coordination is managed through CWP. At 1201 (The Shop & Floor 19), vendor coordination is managed 
through Porter Hospitality. All vendor access, including load-in, load-out, and freight use, is subject to building policies. 

Outside vendors require advance approval and current certificates of insurance. Porter is not responsible for items 
delivered, left, or stored on the premises before or after the event. The client is responsible for damage to the venue, 
equipment, or furnishings caused by guests or vendors. 

 

PAYMENT 

A valid credit card must be kept on file for all events. Final payment is due 10 business days prior to the event unless direct 
billing has been approved in advance. Any remaining balance, including consumption-based charges and approved event 
additions, will be invoiced following the event and is due within 7 business days. 
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