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1.  The terms and conditions contained in this document comprise a contract dated………………… 20……….. (“the Contract”) between The Master, Fellows and Scholars of 
Pembroke College, Trumpington Street, Cambridge, CB2 1RF (“the College”) and……………………….………….………..….of……………………… 
…………………………….(“the Client”)  for the provision of catering, accommodation and other services by the College to enable the Client to hold a conference or other event 
(“the Event”) on the College’s premises. 
 
 
Confirmation of booking 
 
2.  Details of the services to be provided (“the Services”) are contained in the Appendix attached.. 
 
3.  All bookings are considered as provisional until these terms and conditions are signed by both the College and the Client. Once the Contract is signed, the College shall provide 
the Services to the Client subject to these terms and conditions.  
 
4. The Contract constitutes the entire agreement between the parties. The Client acknowledges that it has not relied on any statement, promise or representation made or given by or 
on behalf of the College which is not set out in the Contract. 
 
5. These terms and conditions apply to the Contract to the exclusion of any other terms that the Client seeks to impose or incorporate, or which are implied by trade, custom, prac-
tice or course of dealing. 
 
6.  The College reserves the right to decline any offer for the purchase of catering, accommodation or other services without providing a reason for such refusal. 
 
7.  If the Client wishes to vary the details of the Contract after the signed terms and conditions have been submitted, it should inform the College as soon as possible in writing. Any 
such changes must be agreed in writing by the College. The College shall endeavour to meet the Client’s reasonable requirements for changes to the Contract but does not guaran-
tee to do so. The Client agrees that any reduction in the number of delegates attending the Event or any reduction in the Services booked to be provided under the Contract consti-
tutes a cancellation in whole or part of the Contract and may result in the application of cancellation charges as detailed below. 
CONFIDENTIAL 
8. The College shall have the right to make any changes to the Services which are necessary to comply with any applicable law or safety requirement, or which do not materially 
affect the nature or quality of the Services, and the College shall notify the Customer in any such event. 
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Prices 
 
9.  The Contract will be based on the final agreed provisional prices. The College reserves the right to increase the provisional prices at any time before the Contract is formed un-
der 4. above, and at any time thereafter by negotiation and agreement with the Client  
 
10.  A service charge of ten per cent is added to the final invoice for all functions where food and drinks are served. 
 
11. The Client agrees to pay the College for any extra goods or services provided at the request of the Client (after agreement of the contracted prices) or any guest or person repre-
senting the Client who is being provided with any of the Services at any time, including whilst attending the Event or residing at the College. 
 
12.  All the prices referred to in 9. above do not include VAT. VAT (where applicable) will be added to these prices. If the Client is exempt from the requirement to pay VAT, evi-
dence of such exemption in a form acceptable to HMRC must be provided with the signed terms and conditions. 
 
Deposit 
 
13. A deposit of 25% of the total sum payable under the Contract (“the Deposit”) must be paid upon submission of the signed terms and conditions to the College. The minimum 

Deposit is £100 or 100% of the total sum payable under the Contract if this is less than £100. The College may cancel the booking at any time until such time as the Deposit 
has been paid. The Deposit is non-refundable. 

 
Payment 
 
14.  The College shall invoice the Client for all sums payable under the Contract immediately after the Event. 
 
15.  Payment may be made by cheque or bank transfer. Payment by credit card is accepted only if payment is made in person and subject to the payment of a surcharge to cover any 
commission payable by the College to the credit card company. Payment must be made within 30 days of the date of the invoice. Time of payment is of the essence and payment by 
post shall be at the Client’s risk. 
 
16. Without limiting any other right or remedy of the College, if payment is not received within the time specified in 15. above, then the College reserves the right: 
 

16.1. to charge interest at the rate of two per cent per annum above bank base rate compounded monthly on all sums outstanding on accounts rendered from the 
date on which the sums become due until the date on which the payment is received; and 
 
16.2. to charge all costs in relation to the enforcement of any rights under this Contract and without limitation all collection costs incurred by the College or 
charged by a debt collection agency in collecting any payment due to the College under these terms and conditions. 
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Cancellation by the College 
17.  The College reserves the right to cancel any booking, with or without notice, without any liability to the Client, in the following instances: 
 

17.1.  if the College’s performance of its obligations under these terms and conditions is prevented by acts, events, omissions or accidents beyond the reasonable 
control of the College; or 
 
17.2.  if the Event or any part of it might prejudice the reputation of the College; or 

 
17.3 if the Client becomes insolvent or bankrupt or goes into liquidation or has an administrator or administrative receiver appointed over its affairs, or is unable 
to pay its debts as they fall due; or 
 
17.4  if the College believes that there has been an alteration in the Client’s financial situation. 
 

Cancellation by the Client 
18.  Any cancellation or reduction in the number of delegates attending the Event or any reduction in the Services booked to be provided under the Contract must be notified in 
writing to the College by the Client. 
 
19.  In the event of any cancellation or reduction pf more than 20% in the number of delegates attending the Event or any reduction in the Services booked to be provided under the 
Contract, the Client will be liable to pay to the College a charge (“the Cancellation Charge”) calculated as a percentage of the total sums payable under the Contract (in the event of 
a cancellation or reduction of more than 20% in the number of delegates attending the Event), or as a percentage of the specific sums payable under the Contract (in the event of a 
reduction in the Services), according to the length of notice given before the first day of the Event as set out below: 
 

19.1. Up to six months: the Deposit; 
19.2. Between three and six months: the Deposit plus twenty-five per cent; 
19.3. Between twenty-eight days and three months: the Deposit plus fifty per cent; 
 
and, in addition, in relation to 19.1, 19.2 and 19.3, the Client shall reimburse the College for any non-recoverable internal and/or third party charges arising as a result 
of any cancellation or reduction in delegate numbers or Services, including without limitation, the purchase of food and other supplies;   
 
19.4. Less than twenty-eight days: one hundred per cent, which Cancellation Charges represents a genuine pre-estimate of the College’s loss and is not negotiable. 
 

20.  The Deposit will be applied in or towards discharge of the Cancellation Charge. 
 
21. Without prejudice to its right to apply Cancellation Charges, the College reserves the right to change the room allocated for the Event in any instance of reduced delegate num-
bers at its discretion or to deem such a reduction as a cancellation of the Event. 
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Behaviour 
 
22.  The Client shall be responsible for maintaining order at the Event at all times and for ensuring that all delegates and visitors to the Event observe the College’s regulations per-
taining to fire, health and safety, security and animals.  These can be found in the HR Office. 
 
23.  Smoking by delegates and visitors to the Event is not permitted anywhere in the College buildings. Designated smoking areas are provided outside. 
 
24.  The Client or the authorised representative of the Client must be present and/or resident in College throughout the duration of the Event. 
 
25.  The Client, delegates and visitors to the Event shall comply with all reasonable requests and instructions of the College’s staff.  
 
26.  The Client must obtain the prior written consent of the College for any entertainment or services contracted for by the Client for performance at/during/in connection with the 
Contract.  The College reserves the right to object to or refuse access to or to evict any photographer, toastmaster, speaker, band, musician, entertainer or other person employed or 
contracted or used by the Client in connection with the Contract. 
 
27. If the Client anticipates any disruption of any kind, before, during or after the Event, it shall inform the College immediately. 
 
28.  The Client agrees to use the accommodation room provided under the Contract only for the purposes notified to the College under the Contract. The Client, delegates and visi-
tors shall not use or permit the College’s premises to be used for any illegal or immoral purposes. 
29.  The Client must obtain the prior written consent of the College for any display/matter/or other items to be fixed to or displayed at the College’s premises. In the event of any 
damage to buildings, furniture or furnishings or other property of the College by the Client, its employees, agents, delegates or visitors to the Event the full cost of repair or replace-
ment will be charged to the Client. The use of Blu-Tack, drawing pins is not permitted. 
30. If any of the Client, delegates and visitors to the Event refuse or fail to adhere to the above conditions, the College reserves the right to terminate the Contract and to require 

immediate vacation of the College’s premises by the Client. 
 
Insurance 
 
31.  The Client is advised to obtain insurance cover eg damage to College property and injuries to third parties, for any claims for which it may be liable. The Client agrees to per-
mit the College to see and take a photocopy of any relevant insurance documentation on request. 
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Indemnity 
 
32.  The Client agrees to indemnify the College for all direct and indirect losses (including without limitation loss of business and loss of profits), damages, claims, costs or ex-
penses (including without limitation court costs and reasonable legal fees), or liability (criminal or civil) incurred or suffered by the College and/or any third parties arising out of or 
in connection with: 
 

32.1.the Client’s use of the College’s premises pursuant to the Contract;  
 

32.2 any claim arising from any act of any person attending or in any way connected with the Event, including without limitation any delegates attending the 
Event and any contractor or similar person engaged by the Client;  

 
32.3 any claim brought by any person on account of infringement or alleged infringement by the College of any intellectual property rights. 

 
Notwithstanding the foregoing, the Client shall not be liable under this paragraph 32 if a court giving a final judgment holds that any losses, damages, claims, costs or expenses or 
liability is the result of the gross negligence or wilful misconduct of the College or any of its employees, agents or representatives. 
 
 
 
 
Liability 
 
33.  Except for personal injury or death caused by negligence and other circumstances where liability may not be limited under any applicable law, the liability of the College, its 
officers, employers, agents or sub-contractors to the Client in respect of any claim arising as a result of any acts or omissions under or in connection with this Contract, whether 
caused by breach of contract, misrepresentation, negligence or any other tort, breach of statutory duty or otherwise, will be limited to repayment of the Deposit and any other sums 
due to the College under the Contract. 
 
34.  The College shall not be liable for any consequential or economic loss (including, without limitation, loss of profit, loss of business, depletion of goodwill or otherwise) which 
arises out of or in connection with the Contract. The College shall not be liable for any loss or damage to personal property or vehicles or their contents belonging to the Client or 
delegates or visitors to the Event. 
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Accommodation 
 
35.  All catering, accommodation and other services required must be clearly stated by the Client in the Appendix attached hereto when entering into the Contract. 
 
36.  The College reserves the right to vary the accommodation room provided at short notice if unforeseen circumstances prevent the use of the original venue or in the event of a 
reduction in the number of delegates. The College shall not levy any additional charge for accommodation upgraded in such circumstances. 
 
37.  The College shall have access to the accommodation / room provided under the Contract at all times. 
 
38.  No food or beverage of any kind may be brought into the College by the Client or any delegate or visitor to the Event except where agreed in writing in advance, and on pay-
ment of the advertised corkage charges where appropriate. 
 
39.  A draft programme with full audio visual and catering requirements and a complete alphabetical list of delegates and visitors to the Event shall be provided to the College no 
less than 14 days prior to the first day of the Event, together with details of any special dietary requirements and food allergies. The College reserves the right to levy an additional 
charge in respect of special dietary requirements. 
 
40.  Delegates and visitors to the Event shall check-in at the Porters’ Lodge and show appropriate identification such as a registration confirmation. Rooms shall not normally be 
made available until 2pm on the day of the arrival and shall be vacated by 9:30 a.m. on the day of departure. Later departures will incur a charge equivalent to a further night’s stay 
unless arranged 24 hours in advance with the Conference Manager. 
 
41.  The College reserves the right to refuse admission to any individual whose presence is not in the College’s reasonable opinion deemed to be in the best interests of the College. 
 
42.  The Client shall ensure that it and all delegates and visitors to the Event return to the College on departure all keys issued to them in connection with the Event. The College 
reserves the right to charge for any lost or otherwise unreturned keys. 
 
43.  The College must be informed of and have given agreement in writing at the time of booking to the inclusion of the College’s or the University’s name or any image of the 
College or the University or their coats of arms in any material advertising or publicising the Event. 
 
44.  The Client may not display in any part of the College’s premises any signs, posters or promotional material without the prior written consent of the College. 
 
45. The Client shall not invite or allow access to the Event to any press, TV, film, radio, or other media organisation without the prior written consent of the College. 
Miscellaneous 
 
46.  The Client may not assign its rights under the Contract to any other party or parties. 
 
47.  No failure or delay on the part of the College to exercise any right or remedy available to it under the Contract or otherwise shall operate as a waiver of that or any other right. 
 
48.  These terms and conditions are subject to English Law and the English Courts shall have non-exclusive jurisdiction to settle any disputes which may arise out of or in  
connection with the Contract. 
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For the College 
I agree to the above Terms and Conditions 
 
Signature…………………………………………………………. 
 
Name……………………………………………………………… 
 
Position…………………………………………………………… 
 
Date……………………………………………………………….. 
 
For the Client 
I agree to the above Terms and Conditions and enclose a cheque/have arranged a bank 
transfer* for the Deposit of £…………. 
 
Signature…………………………………………………………. 
 
Name……………………………………………………………… 
 
Position…………………………………………………………… 
 
Date………………………………………………………………. 
 
 
*please delete as applicable 
 
 
 
Please return these Terms and Conditions signed by an authorised signatory, with the 
cheque for the Deposit where applicable, to: 
 
Mr K. Smith 
Conference & Events Manager 
Pembroke College 
Trumpington Street 
Cambridge 
CB2 1RF 
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Rates 

 
 
 
Meeting Room 

 
 
 
Syndicates 

 
 
 
 
Accommodation 

 

  Detail & Tariff  

8hr DDR   

24hr DR   

B&B   

Room Name Detail (dates, capacity etc) & Tariff/Equipment 

    

Room Name Detail (dates, capacity etc) & Tariff/Equipment 

    

    

    

  Ensuite Single Ensuite Twin Standard Single Standard Twin 

Detail & Tariff          
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Catering 

 
 
 
Additional Information 

 

  Detail & Tariff  

Breakfast   

Lunch   

Drinks Reception   

Dinner   

Refreshments   

    

    

Disabled Facilities   

Additional Charges   

Service Included   

Agent Commission   


