


INVOICE

Robinson Secondary School

EVENT NAME Administrative Retreat
INVOICE NUIVBER 91805
j é ! INVOICE DATE 7/30/2013
AMOUNT DUE 50.00
Bill To: Robinscn Secondary School
5035 Sideburn Road
Falrfax, VA 22030
ATTN:  Ms. Elizabeth Spoone
DESCRIPTION AMOUNT
Event Charges 7/23/2013
13 Half Day Meeting Package with Lunch $1,235.00
Sales Tax $74.10
Event Charges 7/24/2013
13 Half Day Meeting Package with Lunch $1,235.00
Sales Tax $74.10

Deposit 7/16/13 MC 1667
Payment 7/30/13 MC 4427

¢ -$2,470.oo> <
3180

Total Amount Duef : -

IS0

Remit to address:

Crestline Hotels B Resorts, Inc.

Mason Inn Conference Center & Hotel
4352 Mason Pond Drive

Fairfax, VA 22030




"The Mason Inn

4352 teson Pond Drive  Faidax, Vieg'nia United Stalas 22030
Fhone: (703) 865-5705 - Faxi(703) 8354375

Page 1 of 1
Banquet Check BEO#: 6412
Organization: Robinson Secondary Schoo! Event Date:  7/23/2013
Post As: Administrator Retreat Conlact: Debhbie Duncan
Address: 5035 Sideburn Road Fax:
Fairfax, VA 22030 On-Site:
Method of Paymont:
Dept.Rev.  Local Catering Resld - Follo #:
i NO. AEQOD - o ) PRICE SUBTOTAL TOTAL
13 Group wilt be having Continuoys Break al tho Bropk 0.00
Station 4
13 Group vl be having Lunch in the Boxwoads Dining 0.00
Room
TOTAL FOGD 0.00
SERVIGE CHARQE % 22.00 0.00
TAX % 6.00 0.00
0.00
NO. MISCELLANECOUS PRICE SUBTOTAL TOTAL
13 Half Day Meeling Package w/ Lunch 95.00 1,235.00
TOTAL MISCELLANEQUS 1,235.00
SERVICE CHARGE %) 0.00 0.00
TAX % 6.00 74.10
1,309.10
ROOM RENTAL PRICE SUBTOTAL TOTAL
Room:  Meeting 5 Function; MTG
Room;  Broak Stalion 4 Function: BRK
Room: Boxwoads Function: BOLU
TOTAL 0.00
SERVIGE CHARGE % 22.00 0.00
RGOM RENTAL TAX ON SERVICE CHARGE % 6.00 0.00
0.00
Grand Totak: 1,309.10
Batanco Due; 1,309.10

Cliant Signatura Date: Inttiats:




"The Mason Inn

4352 PAason Pond Onve  Fairfax, Virgnia Uniled Statas 22030
Phone: (703) B05-5705 - Fex: (703) 8654375

Page 10f 1
Banquet Check BEO#: 6413
Organization: Robinson Sacondary School Evenf Date;  7/24/2013
Post As: Adminisirator Relreat Gontact: Debbie Duncan
Address: 5035 Sideburn Read Fax:
Fﬂiff&)(, VA 22030 On-Site:
Method of Payment:
Dept. Rov;  Local Catering Res d & Folio #:
NO.  FOOD PRICE SUBTOTAL TOTAL
13 Group will be having Conlinuous Break at the Break 0.00
Station 4
16 Group will be having Lunch In the Boxwecods Bining 0.00
Room
TOTAL FOOD 0.00
SERVICE CHARGE % 22.00 0.00
TAX % 6.00 0.00
0.00
NOC.  MISCELLANEOUS PRICE SUBTOTAL TOTAL
13 Half Day Meeting Packaye w/ Lungh 95,00 1,235.00
TOTAL MISCELLANECUS $,235.00
SERVICE CHARGE % 0.00 0.00
TAX % 6.00 7410
1,309,10
. .....ROOMRENTAL e PRICE _ SUBTOTAL TOTAL
Room:  Meeting & Function: MTG
Room: Break Stalion 4 Function: BRK
Room:  Boxwoods Function: BOLY
TOTAL 0.00
SERVICE CHARGE % 22.00 0.00
ROGH RENTAL TAX ON SERVICE CHARGE % 6.00 0.00
.00
Grand Tolal: 1,309.10
Batance Dug: 1,309.10
Dato: Initials:

Client Sigaature




THE MASON INN
CONFERSHOT {CHIER K hotie
BANQUET EVENT ORDER TERMS & CONDiTIONS

ADMINISTRATOR RETREAT
JULY 23 AND 24, 2013

These Tarms and Gonditions govern alt agpeots of the signed Bangust Event Ordor {"BEO"} prapared for your group. This
form aiong with your signed BEO(s} Is dite by no fater than July 17, 2013,

Taxes and Sorvico Charges: Food and bavarage purchases are subject lo 4 22% sarvice charge and taxes of 6%. Tho
servica oharge and (ax rafe are standard and non-negotiable, Groups claining tax-exempt status mus| provido the required
supporting dogumentation pror to the svant and ba approved by the Hotol,

Guaranfesd Attendange: Your guaranteed minfmum guest count {"Guaranieed Altendance”) for your event is based oh
your anliclpatad atlendance, Final aitendanca musi be tacalvad by the Catering Offico no latar than 11:00am {veo business
days, 72 business hows, prior [o the event, This s consitforad the final guaraites for biliing purposas and fs nof stibjact fo
reduction, You will be chasged for the Guarantead Aflendance or the aclual numbaer altending, whichever is grealer. I the
final atlendancs s nol givon by the spacifted deadline, e Guaranfeed Attendance will be used, Tha Hotol cennol be
fosponsible for sarvice for more than five perceni over the Guarantesd Allendance.

Bllling Minimum: Based on tho Guarentesd Aftendance and Space Requesled, a minimum of $2,470 in Food and
Beverage and/or Room Rental will be guaranteed by Group fot Ils function {“Billing Mininum®).  This Billing Mintmum dogs
niet Inclide servica charges, appilcable sdles tax, labor oharges, audio-visua! or any olher miscelianecus adiilionat charges
Induriad, Should the Billlng Minloum drop below the doitar amouat get forth above dus to a raduction in the Guaranteod
Allandanes, the Hotel will advise fhe Group of additionel altornalives for food and haverage or room sefup fea which wil
enable Group (0 mest tisa Billlng Minfraum for Jis fonction,

Paymonis: A non-refundable deposlt in the amount of $2,470 s due with the refurn of ihe banquet event order and ferms
and condliions pago. Final balance duo thres (3) business days pror fo tho Evont Date In tho form of a Gashiler's
Cheok, Money Order, Cradit Gard or Cash Paymont. |

Room Assigtunonts and Soet-Upt Final room asaignments aro nof guaranieed and are subjeol {o change. The hotal
resevas the tight lo move or reasalgn funclion space coniingent upen tho space being adaquate In dimension any
meximum capacily {0 accommodate fhe evenbfunclion. Room set-up and disgram revislons are sublest {o Hmo and
guaraniee paramaters,

Resol Ghorge: A ohange in the confirmod room sel-up outiihed In the BEO recoived after 2:00 pm the day prlor to the
funclion wilf be sublact to a re-seft feg equal to 60% of the conlraoted sei-up charge with & minimum cherge of $150,00, On-
site changes may resuli in a charge of up to $500.00 per roomfavenl, ‘

Guosta' Property Damage or Loss: Tha Hole! shali nol assume responsibility for damages fo, or joss of, merchandise or
edicles left In the hotel prior, during, or following the function, The Hote! accepts no responsibilily for any porsonat items,
rentat Hems, or vendor equipment fefi n the room, Plaaso remove all belongings from the room by the end of your meeling,

Compllance with Law: This Agrosment is sublact {o alt apptioable federal, slate and local faws, including heality and safoly
codés, alcoholio beveraga control taws, disabillly laws and tho like. Holel end Group agree o cooparate with each olher o
aneure complianca with such laws.

Chtngos, Adilitions And Other Modiflcalions: Any charigas, addiione, addonda, stipilations or dalelfons including
corraclive iinlng ouf by efther Hotel or Group wifl niot be considarod agfead upon or bindling unloss such modifications have
beea Initlaled or otherwlse approvad i wilthg by both parties,

Gancelation; Croup agrees to provide Hole) with veriiten nellco of any daclslon to canced ifs Event {*Gancellaiion®) within
five () days of such declslon. If Group canoels the Evont or moves the Evont {o anothor olty or faoiilly, such declsion shal)
constilule a braach of s obligation to the Hotof and the Holol wilf be hormed. ¥ a Cancollation osois, (he parlies agreo fhat
: (i} it would Lo difffeult to datermine the aolual ham eufferad by tho Hotok (I} the sooner Holal recalves nolles of
Cancallation, the lower lle aclual harm Is likely fo be bocauso tho brobabllity of miligating the harm by reselling space and
funotions fe highar; and {1} the highest doliar amount in the charl {{ho “Charf*} sof forlh below reasonably estimates Hotel's
harnt for a tast-minute Cancslation and, through jis ise of a siiting scate thal reduces damages for easlier Cancellations,

tho Chart also reasonably estimales Holal's ability to lossen its harm hy resslling Group's space and funclions,




THE MASON INN

LARTFTRENCE EUHUI_& kovel

Group therefora agrees [0 pay Hotel, within Ihirty {30) days afler any Cancellalion, as fiquitated dameges and not ag &

penalty, the amount llsted it the Chart helow, Liquidatod damages are calcilaled as a Peicentage of the Bifling Minimum

and any additional Tevenue and fees dus Holet as spacified on the BEO, Aj cancellations must be submitiad to tofe! in

\g;‘lgptg" Iif yc:)ur‘oaterlng evonls are pan of a Group Sales Agresmant, the cancellation clause In this Q8A supstsates the
sied below,

Cancellation Noflee s Recelved By Hotel | Antonm of Liquldaled Damagos
Erom 180 days io 90 days prior o evant Blling Minlmum micus 40%
Frarm 89 days lo 30 days rlos 1o event Billing Minliua minus 10%

From 29 days {o dals of avani ] Biliing Minlmumy Plus 20%

Banquet Ghocks: Alf ltembzed food and boverage chacks must be reviawsd and signed at the concluslon of your funglion,
Any discrepancies or concems aboul the checks can he discussed and resolved vith the Banquet Manager/Captain or Your
Calsrlng Manager on the day of the funclion, If the indvidual deslgnalad as the Contact [s not available, or chooses not to
slgn, he or she accapis the billing count of the Hotet,

Stipping and Racelving: Smal packages for mestings mey be delivered lo tha hotel no mora than threa (3) days prior to
the program, This is dus to a minimal amount of slorage spage. Ploage request shipping tabels from your Calering Safes
Manager {o ensure that your name, the svent nams ang the date of your funclion are includad on the shipping fabel, Plagso
nolify your Calering Sales Manager of all such mallings or deliveries. The Hotel wil not assumo any responsliifity for
damage 1o or loss of packagos sent fo tho Hotal, Atrangemsnla must b made to ship packages within 40 hours afler the
eventends. Tha Holel is not responsible for the Packaging or shipping of any packages, A handﬂngfstorage feo of $3,00 per
box per day shall apply.

Enginoorting and Audio Visual: Specla englnoering raquiirements must be specifiad {o oyr Cateiing/Conforance Pianning
Depariment at least 2 waaks prior to the function. Gharges will ba based on labor and service requiremenis, A somplate ine
of audio-visual efulpment is avalfabla, Orders may ba placed with your Galerlng Manager or Gonlerence Plantar., Any
oulslde vendors supplying audioviaya! aquipment is subjact o a Palgh Fee of $126,00 pey day. Fog machings and simifar
devices are not allowad on premises dus o the sensllivily of our simoke datectors,

Oulaftlo Vendors; 1f Group wishes {0 hira outsiddo vendors fo provide any goods or senvices a Hotel durtng the Even, any
such vendors arg subject to Hotef's prior weitton approval, Grotp will be fully responsible for tho actions of any oulsfde
vaider and shall contract diraotly vith vandor for the petformance and payment of the vendor's sarvies, Additlonally, Group
and any such third-pady vendor shall provide Hotel with a saparale agreamont in form and contont salisfaolory fo Hotel {o

bio aftached a I aement and mads a part hareof confaining () appropriate walvers and releases of
Hablity fort ths b sidecation of Holel pemilling vendor's porformance of sorvices on the Hotel premipes,
and () obligations ofyys ¥Uo broper Indemnifications and proof of adequate Insurance in a form and amount
reasonebly $atfsfact b 3 ng Wolsl Ownsr, Holet Manager and Group ag atditional insureds, before vandor J5
parmlitad to pre FrYILey folp's behalf af the Hotel, Thero shall be no reduction in rafes If oulslde vendors are
utliizad for { _ N
Signatuse: = ? / ,’ Dale: f‘i 4 \?)

Group Alrthotlzel Representaiive

Yoy, (-\) '

Pnt Name: __ {0} (.0 e, Tito: %
Qrotip; ablnson Sacond choo

— 26l 773
Slgnatore: //—"‘"”— Date: 7 /1 6’/ / 2
Hotel AuthBrized Repradeniative

{
'd
Print Nemo: Mﬁr@q‘?ltrn: __-&ZA_@V(\/:\M —
) CRESTLINE HOTELS & RESORTS
RE: THE MASON INN
Conference Canter & Hatel
4352 Mason Pond Drive
Fairfax, VA, 22030
{703} 865-5705




THE MASON INN

CORFTRIRUE CEMYER & Hotg)

Cancellation Notleo I Recelved By Hotol | Anietnt of LT uideted Darages
From 180 days 1o S0 days prior to svent Blliing Mintmum minus 40%

Frony 89 duys To 30 days prior 1o event B8ling Minfmum minue 36%
From 29 days to dals of sveni Biting Minimum plus 20%

Banguet Ghaoke: All llernized food and beveraga checks must be roviewad and signed at the conoluslon of your funcilon,
Any diseropancles or concerng about the checks can be discussed and resoivad with the Banquet Maneger/Caplain of your
Catoring Mantger on the day of the funijon, I the Individuat designated as the Gontaot fs not avalfabla, or ¢hooses not {o
slgn, he or she accapts the billing count of the Holst,

Shipplng and Recolving: Small packegas for meafings may be delivored to the hotel no more than three {3) days prior lo
{he program, This is due to a minlmal amount of storage space. Fleass fequest shipping labels from your Catering Sales
Manager to snsure that your neme, the avent neme and tho date of your funclion are Included on the shipplng label, Please
nolify your Catering Saiss Manager of all such mallings or delvaries. The Hotel wilf not assume any responsibilty for
damage to or {oss of packsges sent {o the Hotal, Arrangements must be mado lo ship packages within 48 hours afler the
avenl snds. The Hole! is not reaponsible for the packeging or shipping of any packages, A handlinglstorage fee of $3.00 per
box per day shali apply.

Enlnooring and Audio Visual: Speclal enginesring taquiroments must be specifiad o our Catering/Conferancs Planning
Dapariment at lsast 2 weoks prior to the futiclion. Chergas wilf be bosad an lahor and servico requiremants, A compleda iine
of sudio-visual equipmont ls avalleble. Ordsre may bo plagad with your Calering Managar nr Conferance Planner. Any
oulside vendors supplylng audlovisua) aquipment is subject lo & Paloh Foo of $126.00 per day, Fog mashines and similar
davices are nof allowed on premises dus 10 the aenslivitly of our smoka detoctors,

Outslde Vendare: f Grour wishaa {0 hire outelde vendors fo pravite any gooda or esrvicas at Hols! during tha Evont, any
auoh vandors are subjeot to Hotal's prior wrilten appraval, Group will he fully responsible for the aclions of any oulslde
vendor and shall contraol diraatly wilh vender for the performance and paymen! of tho vendor's senvices, Additionally, Group
and any such thinl-pary vendor shall provide Hotal with a saparete agresment in form and content satiafastory to Hotsl fo
be attachad as an exhibit to this Agreement and made a par{ hereof contatning (i) appropriate walvers and elassas of
lablilly for the benefit of Hdlel in conslde alion of Holel permitling vondor's performance of sarvices on tho Hotel pramises,

and {if} obilgations ofive ¥ proper Indeminifications end proof of adequats insurance i a foim ongd amount
reasonebly sallsfactdiy/b : ng Ratel Oviner, Holal Manager and Grotip as addiflonal Insureds, befors vendor Is
parmitted to pr beiigeg rou's behalf at the Holel. There shalt be no reduction in rafes If oulslde vondora are

Signalura:

~ "
1 Pate; ‘1 I ! Q‘ [5
Group Alithorizotf Representaiive L

Piint Name: ﬁ\ S\'\'“@,U\’) [LLQ& \‘ﬁ@ Title: ?&‘!QGA}PQ[

Group: Robinson Sacondary School
Signatre: % Z;""—__ Dato; 7 // @ / / 3

Hotot AuthBrized Represanifative .
Peint Name: L/"?r/’ o) (‘/de—w Titfo; ,/9,/4 2 ‘AIL

CRESTLINE HOTELS & RESORTS
RE: THE MASON NN
Conference Center & Hotef
4352 Mason Pond Drlve
Faktfax, VA. 22030
{703) 865-5705




THE MASON [NN
CONFIRINCYE COLRYER & upiry
BANQUET EVENT ORDER TERMS & CONDITIONS

ADMINISTRATOR RETREAT
JULY 23 AND 24, 2013

These Terms and Conditions govern all aspects of the signed Banquet Event Order {"BEC") prepared for your group. This
form along with your signed BEO(s) is due by no later than July 17, 2013.

Taxes and Service Charges: Food and beverage purchases are subject to a 23% service charge and laxes of 6%. The
service charge and tax rate are standard and non-negotiable. Groups claiming fax-exempt status must provide the required
supporting decumentation prior to the event and be approved by the Hotel,

Guaranfead Attendance: Your guaranteed minimum guest count (*Guaranteed Attendance”} for your aveni Is based on
your anticipated altendance. Final attendance must be received by the Catering Cffice no later than 11:00am three business
days, 72 business hours, prior lo the event. This Is considerad the final guaraniee for billing purposes and is not subject fo
reductfon. You will be charged for the Guaranteed Adtandance or the acfual numbsr attending, whichever is greater. I the
final attendance is not given by the specified deadiine, the Guaranteed Attendance will be used. The Holel cannot be
responsible for sarvice for more than five percent over the Guaranteed Attendancs.

Bitiing Minimum: Based on the Guaranteed Altendance and Space Requested, a minimum of $2,470 in Food and
Beverage and/or Room Renial will be gueranteed by Group for its function {“Blifing Minimum®). This Billing Minimum does
not include service charges, applicable sales tax, labor charges, audio-visual or any other miscellaneous additionat charges
incurred. Should the Bllling Minimum drop below the doliar amount set forih above due to a reduction in the Guaranteed
Altendance, the Hotel will advise the Group of additional atternatives for food and beverage or reom sefup fes which will
enatble Group {o meet the Billing Minimum for its function.

Paymenis: A non-refundable deposit in the amount of $2,470 is due with the return of the banquet event order and tarms
and conditions page. Final balance due three (3) business days prior to the Event Date in the form of a Cashier's
Check, Money Order, Credit Card or Cash Payment,

Room Assignments and Set-Up: Final room assignments are not guaranteed and are subject to change. The hotel
reserves the right to move or reassign function space contingent upon the space being adequate in dimension and
maximum capacily to accommodate the event/funciion, Room set-up and diagram revisions are subject to time and
guarantes parameters.

Reset Charge: A change in the confirmed room sel-up outlined in the BEQ received after 2:00 pm the day prior to the
funclion will be subjec! {0 a re-sat fee equal to 60% of the coniracled set-up charge with a minimum charge of $450.00, On-
5fta changes may result in a charge of up to $500.00 per room/event,

Guests' Property Damage or Loss: The Hetel shall not assume responsibility for damages fo, or loss of, merchandise or
artictes left in the hotel prior, during, or following the function. The Hotel accepts no responsibility for any personal items,
rental items, or vendor equipment left in the room. Please remove all betongings from the room by the end of your meeting.

Compliance with Law: This Agreement is subject to all applicable federal, state and focal laws, including health and safety
codes, alcoholic beverage control laws, disability laws and the like, Hotel and Group agree to cooperate with each ofher to
ansufe compliance with strch taws.

Changes, Additlons And Other Modifications: Any changes, additions, addenda, stipulations or deletions including
carrective lining out by either Hotel or Group will not be considered agreed upon or binding untess such modifications have
been initiated or otherwise approved in wriling by both parties.

Cancsltation, the lower its actual harm is likely to be because the probability of mitigating the harm by reselling space and
funetions is higher; and (ilf} the highest dollar amount in the chart {the "Chart™} set forth below reasonably estimates Hotel's
harm for a last-minute Canceliation and, through ifs use of a sliding scale thai reduces damages for earfier Canceflations,
the Charl also reasonably estimates Hotel's ability to fessen its harm by reselling Group’s space and functions.




T MASON INN

URNTIRENCE CYNEER L HOLEL

Group therefore agrees to pay Hotel, within thinty (30} days after any Cancellation, as liquidated damages and not as a
penally, the amount listed In the Chart balow. Liquidated damages are caiculated as a percentage of the Billing Minimum
and any additionaf revenue and foes dus Hotel ag specified on the BEO. All cancetlations must be submitted fo hote! in
wiiting. If your catering events are part of a Group Sales Agreement, the cancellation clauss In this GSA supersades the
Chart listed below.

Cancellation Notlce Is Recelved By Hotel | Amount of Liquidated Damages
From 186 days to 90 days prior lo event Bifling Minimum minus 40% |
From 89 days to 30 days prior to event Biliing Minimum minus 10%

From 29 days to date of event Billing Minimum plus 20%

Banguet Checks: All itemized food and beverage checks must be reviewed and signed at the conclusion of your function,
Any discrepancies or concarns about the checks can be discussed and resolved with the Banquet Manager/Captain or your
Catering Manager on the day of tha function. If the individual designated as the Contact (s not avaitable, or chooses not to
slgn, he or she accepts the billing count of the Hotel.

Shipping and Recelving: Small packages for meetings may be defivered to the hotel no more than three (3} days prior to
the program, This is due to a minimal amount of storage space. Please request shipping labels from your Catening Sales
Manager fo ensure that your name, the avent name and the date of your function are included on the shipping label. Please
notify your Catering Sales Manager of all such mailings or delivaries. The Hotel will not assume any responsibility for
damage to or loss of packages sent to the Holel, Arrangements must be made to ship packages within 48 hours affer the
event ends. The Hotel is not responsible for the packaging or shipping of any packages. A handling/storage fee of $3.00 per
box per day shall apply.

Engineering and Audio Visual: Special engineering requirements must be specified {o our Catering/Conference Planning
Department at least 2 weeks prior to the function. Charges will be based on labor and service requirements. A complete line
of audio-visual equipment is available, Orders may be placed with your Catering Manager or Conference Planner. Any
outside vendors supplying audiovisuat equipment is subjact to a Palch Fee of $125.00 per day. Fog machines and similar
devices are not allowed on premises due to the sensitivity of our smoke detectors,

Oufsids Vendors: if Group wishes fo hire oufside vendors {o provide any goods or services at Hotel during the Event, any
such vendors are subject to Hetel's prior wrilten approval. Group will be fully responsible for the actions of any outside
vendor and shall contract direstly with vendor for the performance and payment of the vendor's services, Additionally, Group
and any such third-party vendor shall provide Hotel with a separate agreement in form and content satisfactory to Hotet to
be alfached as an exhibit to this Agreement and made a part hereof containing {i) appropriate waivers and releases of
Habllity for the benefit of Hdtel in considecation of Hotsl permitling vendor's performance of services on the Hotal premises,
Fvend O¥ide broper Indemnifications and proof of adequate insurance in a form and amount

reasonably satisfacigfy/tk ng Hotel Owner, Hote! Manager and Group as additiona} insureds, before vendor is
: g p's behalf al the Hotel. There shall be no reduction In rates if oulside vendors are

_ . . Date: L{ ! i:.l! I\:')
Aithorizet! Representative .
\_\—h@“’) (1') vgﬂ \‘ﬂf’ Tilte: @(G f)(DUiD QI

Group: Robinson Secondary Schoot

Print Name: r(\

Signature; Date;
Hotel Authorized Representative

Print Name: Tille:
’ CRESTLINE HOTELS & RES0ORTS
RE: THE MASON INN
Conference Center & Hotel
4352 Mason Pond Drive
Fairfax, VA. 22030
{703) 865-5705
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“The Mason Inn

4352 Mason Pond Drive  Falifax, Virginia United States 22030
Phone: (703) 865-5705 - Fax: (703) 865-4375

DA A BANQUET EVENT ORDER

Page: 1 of 1
lssued: 7/11/2013

BEO# 6,412

Account: Robinson Secondary School Event Date: Tuesday, July 23, 2013
Post As: Administrator Retreat Contact: Debbie Duncan
Address: 5035 Sideburn Road Phone: 703-426-2651
Fairfax, VA 22030 Fax: 2
Onsite:
Booked By:  Morgan Paugh Deposit: Folio #:
Catering Src: Billing: Res ld #:
Dept. Rev:
| TIME EVENT ROOM SET-UP AGR GTD SET RENTAL
8:00am- 1200pm Conference Meeting Meelingb . . . CONF .. L5
8:00am- 12:00pm AMBreak Break Station4  _EXIS g3 S
EXIS A3

PSP R A A Lo asmmmmanmduvisaddmnae

12:00pm-1:00 pm " Lunch

Boxwoods T E

Menu Selections

Beverage Selections

Event: 8:00am to 12:00 pm
13 Group will be having Continuous Break at the Break Station 4
Hot coffee to be included with break station

Event: 12:00 pm to 1:00 pm
13 Group will be having Lunch in the Boxwoods Dining Room

Miscellaneous

13 Half Day Meeting Package w/ Lunch @%$95.00 Person
On-site changes to Room Set Up, Menus or Timelines may result in
additional charges of up to $600.00.

Parking: Please be advised that atiendees of your event are only
permittad to park in the Mason Inn Guest Parking Lot directly bahind
our hotel. Hotel will advise Group Contact of any changes to permittad
parking areas at feast 24 hours prior to event, Attendees that park
outaide of permitted areas are subject to ticketing.

All third party vendors will be required to fIl} cut and return a walver
form for the hotel to keep on file, Third party vendors include, but are
not fimlted to, DJ's, Decorators and Bakers,

No Beverage Service requested

Setup Requirements
Start Time: 8:00 am Room: Meeting &
Set one round table for 13 people

AV Requirements
Room: Meefing 5

Start Time; 8:00 am
LCD Projactor w/ Screen
White Board wf Markers

“*The above I8 included in the cost of the
meeting package**

All food, beveraga, roomprenial and audiow
Flanning/Calering Depanimt
guaranteed number, yaif wif

Organization AuthTized Signature

wal prices are subject fo a 22% service cherge and a 6% sales fax. FPlaase advise the Conference
mber of guests, three (3) working days (Mon-Fri) prior fo the funclion data. If we do not recaive a

q original numbor statad on Ihis agreement. Please sign befow and relum a copy fo your Confarence
Planning Managoer.,

N

Ddte

_____W/

{nitials:




"The Mason Inn

4352 Mason Pond Deve  Fairlax, Virginia Unlted States 22030
Phone: (703) 865-5705 - Fax: (703) 865-4375

Page 1 of 1
Banquet Check BEO#: 6412
Organization: Robinson Secondary School Event Date: 7/23/2013
Post As; Administrator Retfreat Contact: Debbie Duncan
Address: 5035 Sideburn Road Fax:
Fairfax, VA 22030 on-Site:
Method of Payment:
Dept. Rev: Res Id #: Folio #:
~ NO. FOOD ) ' h | PRICE  SUBTOTAL  TOTAL
13 Group will be having Continuous Break at the Braak 0.00
Slation 4
13 Group will be having Lunch In the Boxwoods Dining 0.00
Room
TOTAL FOOD 0.00
SERVICE CHARGE % 22.00 0.00
TAX % 6.00 0.00
0.00
_ NO. MISCELLANEOUS 7 _ o B PRICE SUBTOTAL TOTAL ;
13 Half Day Mesting Package w/ Lunch 95.00 1,235.00
TOTAL MISCELLANEQUS 1,235.00
SERVICE GHARGE % 22.00 271.70
TAX % 6.00 60.40
1,597.10
ROOM RENTAL o PRIGE  SUBTOTAL TOTAL
Roam: Meeting 5 Function: MTG
Room:  Boxwoods Function: BOLU
Room:  Break Station 4 Function: BRK
TOTAL 0.00
SERVICE CHARGE % 22,00 0.00
ROOM RENTAL TAX ON SERVICE CHARGE % 6.00 0.00
0.00
Grand Total: 1,597.10
Balance Due: 1,597.10
4
I 7 [0y
De‘ta: \ /S Initials:

LN {"VEJEentSignature




"The Mason Inn

4352 Mason Pond Driva  Falifax, Virginla United States 22030 Page: 1 of 1
Fhone: (703) 865-5705 - Fax: {703} 865.-4375 lssued: 7/11/2013
R AN L Y
PR AMABON TN BANQUET EVENT ORDER BEO # 6,413
Account: Robinson Secondary School Event Date: Wednesday, July 24, 2013
Post As: Administrator Retreat Contact: Debbie Duncan
Address: 5035 Sideburn Road P} : -426-
Falrfax, VA 23030 i lo.ne 703-426-2551
ax:
Onsite:
Booked By:  Morgan Paugh Daposit: Folio #:
Cater]ng Sre: Bifling: Res Id #:
Dept. Rav: :
| TIME EVENT ROOM SET-UP AGR GTD SET RENTAL |
8:00 am - 12:00 pm _Conference Mesting o Meelings O CONF 13 )

?if@@:éfﬁf‘::i??@?ﬁ@::5?‘.‘:%@@?‘:::.....‘................___..................‘..ﬁrsﬁ*s..su!ﬂti_?nﬁ ........... EXIS W
1200pm1:00pm  Lunch Boxwoods | EXIS o L
Menu Selections Beverage Selections
Event: 8:00am to 42:00 pm No Beverage Service requested

13 Group will be having Continuous Break at the Break Station 4

Hot coffee to be included with break station SetuP Requiremen__ts

Start Time: 8:00 am Room: Meeting 5
Set one round tabls for 13 people

Event: 12:00pm to  1:00 pm
13 Group will be having Lunch in the Boxwoods Dining Room
AV Requirements

Start Time: 8:00 am Room: Meeting &
13 Half Day Mesating Package w/ Lunch @%$95.00 Person LCD Projector w/ Screen

White Board v/ Markers
On-site changes to Room Set Up, Menus or Timelines may result in

additiona charges of up to $500.00 **Tha above s included in the cost of the
o meeting package**

Miscellaneous

Parking: Please he advised that attendees of your event are only
permitted to park In the Mason Inn Guest Parking Lot directly hehind
our hotel. Hotel will advise Group Contact of any changes to permitted
parking areas at least 24 hours prior to avent. Attendess that park
outside of permitted areas are subject fo ticketing.

All third party vendors will be required to flll out and return a walver
form for the hotel to keop on flle. Third party vendors inciude, but are
not [imited to, DJ's, Decorators and Bakers,

Alf food, baverage, room rentet and audio visual prices are subjoct fo a 22% service chargo and & 6% sales lex. Please advise the Conference
Planning/Calering Dagigriment ofthe exagtTymber of guests, three (3} working days {Mon-Fi} prior to the function date. if we do nof receive a
guaranieed numberlygt il be ck 1e Priginal numbor stafed on this agreement. Please sign below and refurm a copy to your Confersnce

} Pienning Manager.

W g

Date initiats;




"The Mason Inn

4352 Mason Pond Drive  Falifax, Virginia United States 22030
Phone: (703) 865-5705 - Fax: {703} 865-4375

Page 1 of 1
Banquet Check BEO#: 6413
Organization: Robinson Secondary School Event Date:  7/24/2013 '
Past As: Administrator Retreat Contact: Debbie Duncan
Address: 5035 Sideburm Road Fax:
Fairfax, VA 22030 On-Site:
Method of Payment;
Dept. Rev: Res ld #; Folio #:
NO. Foob ' - _ PRICE  SUBTOTAL _ TOTAL
13 Group will be having Continuous Break at the Break 0.00
Station 4
13 Group will be having Lunch in the Boxwoods Dining 0.00
Room
TOTAL FOOD 0.00
SERVICE CHARGE % 22.00 0.00
TAX % 6.00 0.00
0.00
NO, MISCELLANEQUS B PRICE 7 _ SUBTOﬁTAL B __TOTAL#
13 Half Day Meeting Package w/ Lunch 95.00 1,235.00
TOTAL MISCELLANEQUS 1,235.00
SERVICE CHARGE % 22.00 27170
TAX % 6.00 90.40
1,597.10
ROOM RENTAL - ~ _ PRICE  -SUBTOTAL TOTAL
Room:  Meeting 5 Function: MTG
Room: Boxwoods Fungction; BOLU
Room:  Break Station 4 Fungtion: BRK
- TOTAL 0.00
SERVICE CHARGE % 22,00 0.00
ROOM RENTAL TAX ON SERYICE CHARGE % 6.00 0.00
0.00
Grand Total: 1,897.10
Balance Due: 1,697.10

/.

Initials:

Dité:







FAIRFAX COUNTY PUBLIC SCHOOLS - RISK MANAGEMENT
GATEHOUSE ADMINISTRATION CENTER I
s 8115 Gatehouse Road  Falls Church, VA 22042-1203
PHONE: (571) 423-3620 FAX: {571) 423-3657

TO: AT:
CONTRACT WITH: —Mapou <.
DATE REVIEWED:j_'jO 1S DATE OF servicE: ) |23V - /98] (3
w The attached contract has been reviewed (from an insurance and risk management
perspective. No modifications are required,

O The attached contract has been reviewed (from an insurance and risk management
perspective and modifications are required (the recommended modifications are made to
the original document, initialed and dated in the margin).

Please forward this document to the Office of Instructional Services for review.

0 Before principal’s signature, criminal certification form must be signed by vendor and attached to
the contract. Send a copy of the sianed criminal certification form to Risk Management.

0 Provide to the vendor the attached FCPS Statement of Insurance/Self-Insurance.
O Please follow procurement guidelines

Comments:

IMPORTANT NOTICES:

FCPS cannot be responsible for reimbursement to parentsfstudents for money submitted as “advance payment”
(e.g., Broadway shows, transportation, hotels, camps) for any field trip that FCPS cancels. It is strongly
recommended that contracts with stated refund/non-refund polices be given to parents BEFORE any permissions
are signed or payments are made.

If a contract is associated with an unusual field trip, the trip request is due in Risk Management four (4) weeks
prior to the date of the trip. Al field trips must be reviewed and approved through the appropriate process,
outlined in the current versions of Notice & Regulation 5790,

IMPORTANT DISCLAIMERS:
This contract was reviewed for the language within the contract to protect the assets of FCPS, NOT to assure the
‘best financial deal’ for the school.

A completed contract review does not translate to an approval/endorsement of the activity/event, the payment
term/process, or the vendor; nor is It the guarantee of any promised goods or services. The review of this
contract should NOT be interpreted that a related field trip or other student activity will be automaticafly
approved.

This communication may contain information that is privileged, confidential, and exempt from disclosure under applicable
law. It should be seen only by the person to whom it is sent. If the reader is not the Intended recipient, you are hereby
notifled that any dissemination, distribution, or copying of this communication is strictly prohibited.

o =t

RM Goerdinator




Fairfax County Public Schools

L

B [ Date
* Purchase’Requisition, Order; and Receiving’ Report Al i ;’1 - } .«:‘..LI/’ }s)"@
Ji i ‘ m JiNAES
. THE PURCHASE;ORDER’'NUMBER MUST APPEAR
James W. Robinson Jr. Secondary School ON ALL DELIVERIES, Account # To Be Charged:
PACKAGES, INVOICES, PACKING SLIPS, AND
Home of the Rams RELATED CORRESPONDENCE .
5035 Sideburn Road QUESTIONS ABOUT THIS ORDER? 703 426-2115 %’-\/;-x:- N
Fairfax, VA. 22032 Bill To: Finance Office Account Name:
Robinson Secondary School
Send Attention: 5035 Sideburn Rd. o Cm
PHONE (703) 426-2100 FAX (703) 4262197 Fairfex, YA. 22032 CAAT
Name and address of vendor: ~ |Requested By: oy ; ‘\/(;\4 E ,: x§ A
= , . —
\-7/1 An — N Supervisor Approval: / )
i Sl nn ir /! - P
g RSO LA spproved by Principal: — /) 1] Z M " DATE ;3
ik S, c } N i Choose one of the following: ¢ T ———— ’
CL NN Y V) SO s A S .
P AS O 9000 VI EVASY STV ZE O Fax Purchase Order [ Will Pick Up PO From Finance
¢ O Mail Check O Pick Up Check
~~ , J = Open PO For School Y .
pen or School Year
Vendor P YOO *All Open PO's must include 2 maximum per purchase amount
QUANTITY ARTICLE AND DESCRIPTION Unit Unit Price Amount
ALV AN A Y s e . i ;
NANVA) Netgge T o
3 ; 1 <7
NI TR P, HTE 2
2 A
g3 570
SPECTAL INSTRUCTIONS: Total
Textbook Vendors Do Not Bill For Shipping and Handling
tUnder 900 Lbs. Ship via UPS # 231646
Over 900 Ibs. Ship via Fed-Ex Freight East (1-800-874-4723) #80899755
Distribution: White - Originator Yellow: Finance Office Pink: Receiving




INVOICE

Robinson Secondary School

Crestline Hotels & Resorts, Inc.
Masgn Inn Conference Center & Hotef
4352 Mason Pond Drive

Falrfax, VA 22030

EVENT NAME Administrative Retreat
INVOICE NUMBER 91805
’ { ] i g; & ; ST INVOICE DATE 7/30/2013
S i AMOUNT DUE $0.00
Bill To: Robinsoh Secandary School
5035 Sideburn Road
Fairfax, VA 22030
ATTN:  Ms, Elizabeth Spoone
DESCRIPTION AMOUNT
Eveht Charges 7/23/2013
13 Half Day Meeting Package with Lunch $1,235.00
Sales Tax $74.10
Event Charges 7/24/2013 o
13 Half Day Meeting Package with Lunch 51,235.00
Sales Tax §74.10
Deposit 7/16/13 MC 1667
Payment 7/30/13 MC 4427
Total Amount Duei:
Remit to address:




Fairfax County Public Schools Date . ' , . )
Purchase Requisition, Order; and Receiving’ Report - ~ Vi ¢ { g‘
21513 == J4O1E0
. - THE PUR ROER'NUMBER MUST APPEAR - )
James W. Robinson Jr. Secondary School ON ALL DELIVERIES, Account # To Be Charged:
PACKAGES, INVOICES, PACKING SLIPS, AND
Home of the Rams RELATED CORRESPONDENGE A
5035 Sideburn Road QUESTIONS ASOUT THIS ORDER? 706 426-2115 ,;) ool 1
Fairfax, VA. 22032 Bill To: Finance Office Account Name:
Raobinson Secondary School
Send Attention: 5035 Sideburn Rd. o Cf"
PHONE (703) 426-2100 FAX (703) 426-2197 P, VA. 22032 CAAT
Name and address of vendor: | S P
= Requested By: A Setr '.,» ne.
/— . \ €q IRYE s - \ e -
¢ A — N Supervisor Approval: L. el
/ MA ¢ ap Lo ) - ,
¥ é ; / { ‘}\_,5' L L /IJ'M Approved by Principal: " / /‘/)27] /7 // %\ DATE T/ | i34
/ . . Choose one of the following: ¢ T —— '
4 VaYa -‘r{'! N ‘;""\ C e ﬂj‘“ {7 .
£ OO QL QO /U D DR AN C Fax Purchase Order O Will Pick Up PO From Finance
) O Maii Check 2 Pick Up Check
0 Open PO For School Year
Vendor Phone Vendor Fax *All Open PO's must inciude a maximum per purchase amount
QUANTITY ARTICLE AND DESCRIPTION Unit Unit Price Amount
AL TN A VY (b s & '
SAYA D KeYgead |
A UJD0F ¢y N7E. &
4 3 570
e
SPECIAL INSTRUCTIONS: : Total
Texthiook Vendors Do Not Bill For Shipping and Handling
|under 900 Lbs, Ship via UPS # 231646
Over 900 Ibs, srup via Fed-Ex Frexght East (1 -800-874-4723) #80899755
: - 5 * Distribution:. "+ White.~ Originator

Yeltow: Finance Office

Pink:Receiving




Henderson, Sue

From: Rachel Ekanger <Rachel.Ekanger@nationals.com>
Sent: Thursday, July 25, 2013 3:08 PM

To: Henderson, Sue

Subject: Washington Nationals Tickets

Sue,

I hope the group is enjoying the game and this beautiful spring weather we are having in July. Below you wili find a
receipt for both the parking and the tickets:

Tickets (there should have also been a receipt
Yotal 838080 T

with the tickets):
o PeyTyes an; Amount: - App. Ainouin
Master Card $350.00- FE60.00 VPAR KEes mxax faoy

Ao AL

Hastee Card X $31.00 2 mave meay 4499

- Saleet Agtion)

Please let me know if you need anything else!

Rachel EKanger
ACCOUNT EXECUTIVE | SEASON TICKET SERVICES | TICKET SALES

Washington Natfonals Baseball Club
Nationals Park
1500 South Capitol Street, SE
Washington, DC 20003
202.640.7687 direct
202.640.7669 fax

achel.Ekanger i .com

g;,% Please consider the environment before printing this email.

1




a#fax“c:gunty Public Schools
Purchiase Requisition, Order, and Receiving Report

Purchase Order Number

~ /‘, -
Rt /oSN 2 "’W&
Detliver to: / & / é/
. £ P RDER NUMBER AP R "
James W. Robinson Jr. Secondary School T VAL sELveass, " |Account # To Be Charged:
PACKAGES, INVOICES, PACKING SLIPS, AND
Home of the Rams RELATED CORRESPONDENCE - _/,,/,—;//j >,
5035 Sideburn Road QUESTIONS ABOUT THIS ORDER? 703 426-2115 e SC) e
Fairfax, VA. 22032 Bill To: Finance Office Account Name:
Rabinson Secondary School -
Send Attention: 5085 Sideburn Rd. CH
PHONE (703) 426-2100 FAX (703) 426-2197 Fairtax, VA. 22082
Na d add of dor: & P | =
me and address of vendor ~ |Requestea By: ;/gl{_‘r‘;—r"‘ F=y "\1 _"
r \,L\V 7 \C\ALj “"i & L'<:~, \ B UF’C i CG Supervisor Approval: // S
Approved by Principak:’ ///’ / ., / %4/ kL__-—*—'BATE 74&_;‘
Choose one of the following: /
O Fax Purchase Order O Wili Pick Up PO From Finance
" ) O Mail Check O Pick Up Check
Vendor Phone Vendor Fax 2 Open PO For School Year
*All Open PO's must include a maximum per purchase amount
QUANTITY ARTICLE AND DESCRIPTION Unit Unit Price Amount
T v TS N e = o —
i T e Lo, (ANME T2 AL AL
T AT N L . T - O - O —_
< FARKINA . TPASSES il e &/
ISPECIAL INSTRUCTIONS: Total
Texthook Vendors Do Not Bill For Shipping and Handling
Under 900 Lbs. Sh:p via UPS # 231646
Over 900 |bs. Ship via Fed-Ex Freight East (1-800-874-3723) #80899755
Distribution: ~ White - Originator Yellow: Finance Office Pink: Receiving






