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Contracts Parts of a Contract

A contract is a legally-binding agreement between two parties that outlines each party’s rights and obligations and is frequently used in 
the event industry.  An example of this legally-binding agreement would be between your school and a vendor that you book to 
provide entertainment.  Any vendor you book should understand that they are a critical component to staging a successful prom and 
should require both parties, in writing, to an agreed-upon set of terms and conditions.  Contracts are essential because they clearly 
outline proposed elements of your prom and what is to be expected.  They also help eliminate miscommunication about expectations 
and plans that range from what type of food will be served to how long the DJ will provide entertainment.  Contracts also outline the 
consequences for any missteps that might transpire and any subsequent recourse.  

Before you bring a conctract to your school to sign, it is necessary to familiarize yourself with the different parts of a contract and what 
is typically found within the document.  This will help you understand what elements you are agreeing to once the contract has been 
signed.  

IDENTIFICATION OF PARTIES
This section provides the contact information about the parties involved with the agreement.  The individual listed on the contact 
should be someone from your school’s administration.  In addition to the school, this individual may be personally liable should 
anything happen (i.e. damage fees, lost or stolen items, injuries, and even possible lawsuits).  You want to be certain that all information 
is accurate regarding names and addresses.  This is where your invoices and other important documents will be mailed.  Furthermore, 
your vendors will likely contact you via the phone number and email address that you list on the contract.  Talk with your prom 
committee to determine who will be the main contact in regard to vendor communciations.  

DATES AND TIMES
It is essential to ensure that all dates and times are accurate and that both you and your vendors agree on those times.  You don’t want 
your vendors showing up on the wrong day or time.  

THE AGREEMENT
This section of the contract describes your agreement in detail and defines what services will be provided.  It details exactly what is 
expected of you and from your vendor.  This section should include details about when your prom begins and ends, setup and strike 
times, fees and payment dates, included rental items, and any policies or restrictions.

You should review all of your notes from conversations and meetings with your vendors and make sure that those notes match the 
respective contract.  Be sure that these items are clearly listed on the contract in the agreement section.  It is also important to discuss 
setup times with your vendors.  Pay close attention to contracts with your venue because they will often designate specific setup times.  
You want to ensure that they allocate enough time for you and your vendors to set up.  Additionally, most venues will set a specific time 
that you and all of your vendors must vacate the property after prom.  If you or your vendors exceed this time-limit, you may incur fees.  
It is your responsibility to inform the vendors of this time-limit, and to keep them on schedule.

DUE DATES AND DEADLINES
You may lose the vendors that you hope to book if your vendors do not receive a signed contract, deposits, insurance, or other 
important documents specified in the agreement section by specific dates.  With many different contracts and due dates, it may be 
helpful to keep yourself on track by scheduling due date reminders on a calendar or planner.  Your deposits and payments are very 
important to your vendors, so if it will take your District several weeks to process payments, you should notify each vendor of your 
District’s policies and payment procedures.  
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Things to Remember:
 
1.  Get it in writing.  It isn’t a binding contract if it is not in writing.
2.  Pay attention to every detail in the contracts.
3.  Make sure ALL SERVICES are identified and provided in the contract.
4.  Be clear about how/when payment is to be made.
5.  Keep copies of all signed contracts.
6.  Always have your school or adviser sign a contract.

Definitions:
 
Book: to hire in advance
Vendor: a company that supplies goods and/or services (all companies you book)
Invoice: a statement or bill of the sum total for a vendor’s goods and/or services
Deposit: a partial payment made in advance of a booking in order to secure a vendor
Breach: failure to perform any promise of a contract
Client: the individual or company booking an event (YOU are the client)

Contracts Understanding Clauses
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Contracts can be tricky to understand as they have many legal terms and clauses throughout the document.  A clause is a specific 
provision or section contained within the contract that addresses a certain aspect of the agreement.  Clauses are typically aimed at 
clearly defining the duties, rights, and privileges that each party has under the terms of the contract.  Clauses are usually located toward 
the end of the agreement section, but could be found elsewhere in the document.  The following clauses are some of the more 
common clauses that you are likely to see in your contracts with your vendors.  

ATTRITION
Many contracts with caterers will have an attrition clause also known as a minimum.  This clause indicates the amount of revenue that 
must be generated for the vendor without penalty.  For example, some caterers will hold you responsible for paying a certain amount of 
the food and beverage that you must guarantee regardless of how many guests attend.  Many Attrition Clauses allow you to reduce 
your risk of any penalty based on how soon you notify your vendor that your numbers will be less than expected.  Be sure to note any 
deadlines and dates so you do not miss them.  

INDEMNIFICATION
Almost every contract will have an Indemnification Clause which guarantees that one party (usually your school, advisor, or your Prom 
committee) will take responsibility for any losses or damages that occur and agrees to not hold another party liable for legal causes 
arising out of the contract.  This clause is also known as a “Hold Harmless Clause” and means that you are taking on the obligation to 
pay for any losses or damages that have been or might be incurred by any of your prom guests.  You are responsible for their actions in 
the eyes of your vendors.  

CANCELLATION
The Cancellation Clause is very important because it outlines the penalties that will apply if you cancel your prom or contract with a 
vendor.  Always make a note of any cancellation deadlines so you do not lose money if you cancel your contract with a vendor.  Also 
make note of any non-refundable deposits.  Many vendors will require a non-refundable deposit to deter you from cancelling your 
contract.  This non-refundable deposit means that if you cancel your contract, you will not be given back your deposit.  

OUTSIDE VENDORS
This clause is most often seen in contracts with venues.  Some venues may or may not allow you to hire outside vendors or will require 
you to hire their vendors.  For example, a venue may not allow you to hire your own caterer.  They may require you to hire their in-house 
caterer to provide food.  This may not cause any problems if you do not mind being required to use certain vendors.  You want the best 
production value for your prom and if you are limited by who you can partner with, it can be detrimental to your event.  

FORCE MAJEURE
Sometimes events out of your control make performance of a contract impossible.  This clause provides that if an unforseen event, like 
an earthquake, prevents either party from performing the contract, the non-performance will not be a breach of contract.  



Contracts Negotiating a Better Deal
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While your contract is a legally-binding document between you and a vendor, you often have an opportunity to negotiate your contract.  
Negotiating is a common business practice, which involves you and your vendors discussing possible arrangements in your contract.  These 
arrangements can range from setup and strike times, additional rental items at no additional cost, or even lower prices.  The goal is to make 
an agreement and contract that will be advantageous for all parties involved.  You will most likely negotiate with your vendors to reach an 
agreement that allows you to have all of the services that you want while staying within your budget.  Negotiating can seem a bit 
intimidating, but many vendors have some flexibility in their services, so it is a great opportunity to open a dialogue regarding your needs 
and wants.  
 
BEFORE ENTERING A NEGOTIATION
Before going into a negotiation with a vendor, it is important to prepare by asking yourself two questions:  
 
1.  What do I want?
The key is to always remember what you want out of the negotiation.  Create a list of negotiables and non-negotiables prior to the 
negotiation.  Negotiables are items where you are flexible and willing to open a discussion.  Non-negotiables are items that are necessary for 
your prom where you are not willing to discuss any changes.  This list will help you identify what you are or are not willing to give up in the 
negotiation.  Don’t allow a savvy salesperson to distract you with products or services that you don’t want, but also remember that your 
vendors have a list of non-negotiables as well.  Both you and your vendor should be respectful of these items.
 
2.  How much am I willing to pay?
In addition to creating a list of negotiables and non-negotiables, you should make a list of the maximum amount that you are willing to pay 
for a product or service.  Don’t agree to products or services that exceed your allocated budget.  What’s your magic number? Always keep 
your budget in mind, but do not share this number with your vendor quite yet.  They may provide you with a quote below your actual 
budget! 
 
DURING A NEGOTIATION
You will find that a negotiation can occur at any time and there is 
not necessarily one conversation devoted to the negotiation with a 
vendor.  Whether it’s discussing an initial proposal, or finalizing 
details a week before prom, negotiating will take place throughout 
the entire prom planning process.  It truly depends on the type of 
service and the business style of your vendors.  
  
If you are nervous during the negotiation process, remember that you have the advantage and you are in control.  Vendors typically do not 
want to lose you as a client and are willing to work with you to gain your business. For most services, there are several options that allow you 
to shop around and find the best value. Therefore, if a vendor can’t offer you what you ask for, you may be able to find it elsewhere.  
Keeping this in mind will provide you with confidence to successfully negotiate.  Just remember to always be kind and professional.    

5 Tips for Negotiating

 1.  Make a personal connection before talking business.
2.  Don’t be afraid to ask for what you want.
3.  Aim high and expect the best outcome.
4.  Have a backup plan ready if a vendor cannot meet your needs.
5.  Counter offers make both parties feel more satisfied.

Things to Remember:
 
1.  Do not provide your vendors with your budget right away.
2.  Prepare before you enter a negotiation.  Make your list of negotiables and 
non-negotiables.
3.  Be confident, kind, and professional during negotiations.
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Looking for custom centerpieces?

Centerpieces are the perfect way to add little details that will make your prom special. With our Prom Package, 
you can choose 1 centerpiece concept from the categories below.  Once you have selected your centerpiece 
concept, you have the opportunity to work with the Dapper Design Team to customize your 10 centerpieces.  
Centerpieces can be customized to work with your color scheme, theme, and style.  We will help you make it 
one-of-a-kind!



Contact Us!
Contact the Dapper Design Team today to learn more 

about how we can make your prom spectacular!

Collin Shepherd
Creative Director

Alex Wurth
Director of Events & Operations

info@dappereventdesign.com
859-513-0380
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