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Wedding Policies and Procedures 
 
 
 

Availability 
The Casa Monica Hotel has limited space for 2012 and 2013. Please contact your Exceptional Events Manager 
as soon as possible to confirm your wedding date availability and space! 
 
Food and Beverage Minimums 
The hotel requires a minimum food and beverage revenue for all events. This total exclude service charge 
(currently 22%)s state sales tax (currently 6%) and any rentals.   Food and beverage minimums are based upon 
date, day, time, and location of the reception.  Additional room rental will apply if this minimum is not met. 
 
Pricing 
ALL charges (such as food and beverage minimums, rentals, room rental, set up fees, chef fees, audio visual or 
sound and power equipment etc…)  are subject to state sales tax (currently 6%) and service charges (currently 
22%). The Casa Monica will guarantee all prices 60 days prior to your function.  
 
Payment Information 
The signed contract, a non-refundable deposit in the amount of $2,000.00 and a valid credit card presented to 
remain on file are required to validate your contract and secure your wedding date. Cash, personal check and 
credit cards are accepted. Final payments must be received one (1) week prior to the wedding, should final 
payment be made after that date, only a credit card or cashiers check will be accepted  All deposits will be 
credited toward the final bill. Your advance deposits will not be refunded if the event should cancel. A payment 
reflecting 25% of the food and beverage minimum will be due 6 months prior to the wedding.  An additional 
payment reflecting 50% of the food and beverage minimum will be due 60 days prior to the wedding.  The final 
payment, reflecting the final amount owed, will be due 7 days prior to your wedding. At this time, your final 
head count will be due and approval and signature on your final Banquet Event Order will be required. In the 
event that payment is not received by the specified time, charges will automatically be posted to the credit card 
on file.  Any additional charges that are incurred on the day of your wedding will be posted to the credit card 
on file at the completion of your event. 
 
Cancellation 
If you decide to release your space for any reason the following cancellation penalties will apply, (a formal 
written letter explaining the need to release the space is required): 
 
Signing of contract-180 days prior to event  Deposit plus 25% of the food and beverage minimum 

and ceremony fee is applicable 
60-179 days prior to event    Deposit plus 50% of the food and beverage minimum 

and full ceremony fee is applicable 
30-59 days prior to event    Deposit plus 75% of the food and beverage minimum 

and full ceremony fee is applicable 
0-29 days prior to event    Deposit plus 100% of the food and beverage minimum 

and full ceremony fee is applicable 
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Force Majeure: 
    

The performance of this Contract is subject to acts of God, government authority, military orders, disaster, 
or other civil emergencies, any of which make it illegal or impossible for either the Hotel to provide the 
facilities and/or services for Group’s event or meeting, or for seventy-five (75%) of the Group’s attendees 
to arrive during the Group’s meeting dates.  It is provided that this Contract may be terminated for any one 
or more of such reasons by written notice from one party to the other without liability. 
 
Menu Selection 
The complete menu selection, including both food and beverage items, must be confirmed with the Exceptional 
Events Manager no later than 60 days prior to your function. Requests for changes made to the menu after this 
time cannot be guaranteed. Entrée choice policy is as follows: Maximum of two (2) entrée choices are permitted.  
Salad and dessert selections are the same for all guests. Final counts for each entrée selection must be received no 
later than seven (7) days prior to your event.  
 
Request for Multiple Entrees 
It is possible for you to provide your guests with a choice of entrée in advance.  The following stipulations apply: 
 
~ Multiple Entrees are limited to a choice of two (2) published entrees. 
 The hotel will provide a limited number of vegetarian entrees appropriate to the menu. 
~All other courses must be the same for all guests. 
~ Guarantee of attendance with the breakdown for each entrée is required (7) business days prior to the event. 
~ If there is a deviation on the day of the event from the guarantee, the additional entrees provided will be 
added to the final charges. 
~ A form of entrée identification is required at the guest table, i.e. clearly marked place cards. 
~ Vegeterian meals will take the price of the lowest priced adult food option.  
 
Crown Service 
Groups with a guest count of 100 guests or less have the option that allows you to offer your guests a choice of 
one of three entrees prior to service of the first course the night of the wedding.   
The following stipulations will apply: 
 
~A minimum of two courses must be served prior to the entrée. 
~ All other courses must be the same for all guests. 
~ If there is a price discrepancy between the entrees, the highest price will prevail for all entrees. 
~An additional $15.00++ per person charge will apply. 
 
Meal Guarantees 
Final guarantee count is due 7 days prior to your scheduled event.  If your guarantee is not received, your 
estimated attendance as listed in the contract will become your guarantee number and will be charged 
accordingly.  The exception to this would be if your actual number of guests exceeds your guarantee, in which 
case you would be charged for the actual number of guests that attended your event. 
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Tastings 
The Casa Monica offers three group wedding tastings per year. The bride and groom and two others will be 
invited to attend their choice of one for no additional cost with a contracted food and beverage minimum.  More 
information is available by inquiring with your Exceptional Events Manager.  If you would prefer a private 
tasting, there may be an additional charge.  Arrangements for a private tasting must be made at least 2 weeks in 
advance, with confirmation from your Exceptional Events Team. Private tastings are available for reservations, 
Monday-Friday during the lunch hours of 11am-1:30pm. A tasting menu will be decided on with your event 
team.  
 
General Appointments 
Appointments are accepted and encouraged Monday through Friday during business hours of 8:30am-5:00pm 
and on Saturday’s based on availability and by appointment only. 
 
Function Rooms 
The Casa Monica Hotel is proud to offer three areas that can all accommodate wedding ceremonies and 
receptions: 
 Square Footage Seated Capacity  Cocktail Style Capacity 
Casa Monica Ballroom 3,600 220 375 
Flagler Ballroom 1,860 110 200 
Sultan’s Pavilion* 1,200 80 100 
Pool Deck* 4,000 200 350 
 
*The Sultan’s Pavilion and Pool Deck are adjacent to one another and cannot accommodate two different events 
happening at the same time unless it’s within the same party. 
 
The Casa Monica Hotel reserves the right to change function rooms with advanced notice if the estimated 
number of attendees decreases by 50% or more.  In this case, you will be contacted to discuss these changes. The 
headcount may not exceed the numbers listed above without prior approval from the Exceptional Events Sales 
Team. Function room set-up must be determined in advance. Any changes to function room set-up made within 
24 hours of designated event start time are subject to $250 change fee, plus service charge and tax. All wedding 
receptions are based on the time frame specified in the wedding contract.  The patron agrees to pay for each part 
of an hour over the agreed ending time, noted above, with prior approval from Exceptional Events Team, at a 
rate of $250 per hour plus service charge and tax, which will be due at the end of the function, along with any 
additional food and beverage charges. 
 
Limited set up of wedding reception décor (i.e. placecards, menu cards, favors, cake knife and server, champagne 
flutes, and guest book) will be provided by your Exceptional Events Team. Please seek apporoval from your 
Exceptional Events Team, at least two weeks prior to your wedding date; all items must be labeled, and devoid 
of any stickers or wrapping.  
 
Alcoholic Beverages 
All Federal, State, and Local Laws in regards to beverage purchases and consumption will be strictly adhered to.  
State Law prohibits any alcoholic beverages to be brought into any public area on the premises.  The Casa 
Monica Hotel policy does not allow any beverages purchased to be taken out of any public function room on the 
premises.  In accordance with State and Local Law, it is the Hotel’s policy to (a) request proper identification 
(photo I.D.) of any person of questionable age and refuse alcoholic beverage service if the person is either under 
the age of 21 or proper identification cannot be produced and (b) refuse alcoholic beverage service to any person 
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who, in the Hotel’s sole judgment, appears intoxicated. Shots will not be served from the bar during weddings at 
the Casa Monica Hotel.  All alchol service is limited to a maximum of five (5) hours.  
 
Food Policy 
State law prohibits any food or beverage to be brought into any public area on the premises, including function 
rooms, except for the wedding cake that may be provided by a licensed and insured bakery. The Casa Monica 
Hotel policy does not allow any food items purchased to be taken out of any public function room, such as 
leftover meals.  
 
Security 
The Casa Monica Hotel reserves the right to inspect and control all private parties, meetings, receptions, etc., 
being held on the premises, and to limit the noise volume in the function rooms for consideration of others.  The 
Hotel will not assume responsibility for the damage or loss of any merchandise or articles left in the hotel prior 
to or following any banquet or meeting.  Arrangements may be made for security prior to your planned event 
through your Exceptional Events Manager. 
 
Group Representative Guarantee 
Patron is required to conduct the function in an orderly manner, in full compliance with applicable laws, 
regulations and hotel rules.  Patron assumes full responsibility for the conduct of all persons in attendance and 
for any damage done to persons or property on or about any part of the Hotel premises or theft of property.  
Under no circumstances will the Hotel be held liable for the criminal acts of third parties.  If the conduct of the 
wedding party and/or guests require compensation or retribution on behalf of the Hotel to other guests, such 
amounts will be administered to the patron master account. 
 
Shipping and Storage 
Any materials shipped to the Casa Monica Hotel must have prior approval by the Exceptional Events Manager. 
Materials shipped may arrive no earlier than two days prior to your function and may not remain on the 
premises longer than two days after the function date.  All materials must bear the name of your group, be 
addressed to the attention of the Exceptional Events Department, and shipping charges paid by you or your 
company. If any major handling is required on the part of the Casa Monica Hotel, a handling charge will 
apply. The Casa Monica Hotel accepts NO responsibility for items stored or left on property before or after the 
event 
 
Vendors   
The Casa Monica Hotel must approve all vendor agreements at least 60 days prior to your wedding reception. 
These vendors must be licensed and insured. All vendors are guaranteed access to the function room 
approximately 1 hour prior to the start of the event. Vendors are required to break down and clean up all of 
their supplies and accessories at the conclusion of the event. No storage will be provided for left items and the 
Casa Monica Hotel accepts no responsibility for lost or misplaced items. In the event that supplies, accessories or 
decorations have been left on Hotel property after the event has concluded, a $500.00 plus service charge and 
tax, clean-up charge will be administered to the wedding master account. All deliveries, set up and break down 
times must be approved by your Exceptional Events Team, 
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Overnight Accommodations 
Sleeping Room Accomodations are available at a discounted rate based on availability if you have a confirmed 
event in one of our ballroom spaces or the Sultan’s Pavilion/Pool Deck area. A two-night minimum stay may be 
required on reservations. The wedding couple may reserve their complimentary one night stay in one of our 
General European rooms for the evening of the wedding by contacting Jeff Fix, Group Rooms Coordinator; 
jeff.fix@casamonica.com or 904-819-6012 between the hours of 8:00am-3:30pm Monday-Friday.  
 
All other guests are able to visit www.marriott.com or call 800-648-1888 to make their rooms reservations, the 
reservations staff will be able to assist your guests in choosing room types, suites and offering any specials that 
may be going on. Should they be a AAA member, Marriott Rewards Member, FL/GA resident; etc…there may 
be discounts available.  
 
To set up a CONTRACTED GROUP BLOCK: discounted room rates are based on availability and there is 
financial responsibility for any rooms that are not booked. There is a minimum of 10 rooms per night required 
for this type of room block with a Group Rooms Sales Manager. At least 80% of these rooms must  be booked at 
least 30 days prior to the wedding.  If there are not, the contact on the contract will be financially responsible 
for the rooms not booked. The Casa Monica Hotel requires a credit card to guarantee payment at the time you 
sign the Group Block agreement. You guests will then be able to provide their own personal credit card when 
they book their personal reservation in your wedding group block. To set this up, please contact the Casa 
Monica Sales Office and ask for a Group Rooms Sales Manager; 904-819-6006. 
  
Valet Parking 
Valet parking is available at an additional charge.  Overnight guests will be assessed $22.00 per day and 
guests who attend your function only will be assessed the daily, event rate of $15.00 per vehicle.  You have the 
option to post the parking charges to your master account or allow your guests to pay individually. Prices are 
subject to change without notice. 
 
Guest Amenities 
A $5.00 charge will apply for each amenity that is personally delivered to a guest room.  A $3.00 charge will 
apply for each amenity that is presented to the guest upon check-in to the hotel. 
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Outdoor Events: 
 
Sultan’s Pavilion/Pool Deck 
Only wedding ceremonies (seating for up to 110 guests under the Sultan’s Pavilion-please contact your Event 
Manager for larger ceremonies) and cocktail hour receptions are permitted on the Sultan’s Pavilion and Pool 
Deck at the Casa Monica Hotel.  
 
Alternate space will not be provided in the event of inclement weather (with the exception of the cocktail hour, 
each ballroom space has their own pre-function area).  It is the client’s sole responsibility to arrange additional 
tenting or heating (based on availability, at an additional cost to the client) with the Exceptional Events 
Manager no later than (7) working days prior to commencement of event.   
 
Music:  Live entertainment and disc jockeys are allowed during the hours of 12pm - 10pm.  The Casa Monica 
Hotel reserves the right, at any time during the function, to control the volume of all entertainment.  
 
Glass is not permitted on the Sultan’s Pavilion/Pool Deck.  Please be advised that the Pool Deck is available to 
all guests of the Casa Monica Hotel at all times.  
 
 No items (such as candles, flowers, lights, etc…) may be put, placed or floated in the pool, nor are any glass 
items permitted around the perimeter of the pool.  
 
To host cocktail hour out on the Sultan’s Pavilion and Pool Deck, if you are booked for your reception in one of 
our ballroom spaces, there is a $500.00 charge, excluding 22% service charge and 6% sales tax.  
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The Casa Monica Hotel will assist in the details of your complete  
wedding experience.  All of the amenities featured below are  
included: 

 
 

� Wooden dance floor in the Flagler and Casa Monica Ballrooms (Dance floors are not provided for the 
Sultan’s Pavilion/Pool Deck) 

� White or ivory tables linens (floor length tablecloths, matching overlays and napkins) 
� Place settings to include china, glassware and flatware (some additional rentals may apply, glassware 

not permitted on the Sultan’s Pavilion/Pool Deck) 
� Standard tables and banquet chairs  
� Casa Monica Table numbers and Stanchions 
� Cake table  
� Cake cutting services  
� Gift table  
� Guest sign-in table 
� Wedding event for up to five (5) hours including the cocktail hour 
� Limited set up of wedding reception décor (i.e. placecards, menu cards, favors, cake knife and server, 

champagne flutes, and guest book) will be provided by your Exceptional Events Team. Please seek 
apporoval from your Exceptional Events Team, at least two weeks prior to your wedding date; all items 
must be labeled, and devoid of any stickers or wrapping 
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The Wedding Ceremony 

 
 

To Enhance Your Total Wedding Experience, The Casa Monica Hotel Offers 
Beautiful Old-World Style Locations To Host Your Ceremony.  Included In Your 
$1,500.00, plus 22% service charge and 6% sales tax, Ceremony Site Fee Is The 

Ceremony Location, Ceremony Room Set-Up Tailored Specifically To Your Needs, And 
A Professional Bridal Consultant To Provide On-Site Assistance From Beginning To 
End.  The Bridal Consultant Services Include, But Are Not Limited To: Planning The 
Flow Of Your Wedding Ceremony, Positioning Your Wedding Party, Organizing 
Ushers, Selecting Ceremony Music, Running Your Rehearsal, And Assisting Your 

Wedding Party Through Your Ceremony. 
 

You Must Utilize a Wedding Coordinator Noted On Our “Suggested Vendor List” For 
Your Professional Bridal Consultant Assistance 

 
Ceremony Rehearsal Times and Locations are Based Upon Availability and are 

Subject to Change. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 


